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It’s always a pleasant surprise to see how 
much more efficient a secretary can be when 
she settles down to work at this attractive 
Steel Age Secretarial desk. And no wonder! 
Steel Age designers built in extra work-ease 
and comfort—a non-glare corroleum top. . . 
a typewriter shelf that glides into position 
easily, almost effortlessly . . . a handy con- 
venience tray for small office supplies .. . 
and ball bearing suspended drawers that 
open and close at the touch of a finger. 
Today, the demand for Steel Age equipment 
is breaking all records. The rearmament 


I Have to Turn Out More 
Work These Days! 


That’s why my boss turned to Si 


program, however, is severely limiting the 
available supply of metals. We’re doing our 
best to meet the ever-growing demand for 
Steel Age office furniture, but at times we 
are unable to make deliveries as promptly as 
formerly or in as wide a variety. Although 
deliveries may be delayed, there’s one thing 
you can count on—Steel Age quality. You 
can be sure that every new Steel Age desk 
will meet the same uncompromising standard 
of quality that has made people from coast 
to coast say, “Buy Steel Age and you buy the 
finest in steel office furniture!” 
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Yes, it’s true—literally. One typist can do Every copy will be clean and sharp... the 
the work not of three or four, but of ten kind that wins and holds customer approval. 


when she uses the duplicator to turn out Hammermill Duplicator works equally well 
multiple copies of conference reports, sales on either spirit or gelatin machines . . . pro- 
letters, bulletins, price lists. vides a choice of a clear white and six 


On Hammermill Duplicator paper, only attractive colors ... with Hammermill Bond 
one typing, only one checking is necessary. envelopes to match. Send for a sample book. 


Pree! Send the coupon now for an up-to-date sample book of 
@ Hammermill Duplicator and the helpful idea-book ‘Duplicator Facts.” 
EE, 


Pewee es es es eS ee eee ee 2am ae ae as 25 4 


i Hammermill Paper Company, ] 

1 1471 East Lake Road, Erie 6, Pennsylvania i 

| | : Please send me — FREE —the sample book of Hammer- J 

AM M I mill Duplicator. (Check here — if you’d like a copy of | 
I “‘Duplicator Facts,” idea-book that helps you get the best 1 

T O R 1 out of your duplicator equipment.) i 

DUPLICA 
| Name I 

ELATIN MACHINES i 1 

FOR SPIRIT AND G i Position i 
I (Please attach to, or write on, your business letterhead.) gM-AUG. ! 
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...every fact concerning the job I do is at my 
fingertips mo since I began making my own 
indexes for the various records I keep... and from 
the start, it was surprisingly quick and easy 
to make any size or color index I 


a 


needed because I used... 


mAK-UR-OWN 


TRADE MARK, REG. USA. 


CELLULOID INDEX TABS 


Seems to me that Mak-Ur-Own has every quality 


feature necessary for simple application and handy 


reference. This not only makes my job 


“Al 
easier, but also gives me a feeling of satisfaction. 


Everybody from the office boy to the V.P. ) = 
comes to me for information, cause I've got a fast 
answer for everything ...and they like it! Why 
don't you try me index tabs, your local 


stationer has them y é ... They'll be a time 


and trouble saver in your office, too! 


tamil! THE VICTOR SAFE & EQUIPMENT CO., INC. 
—_. 


NORTH TONAWANDA =———~—SsSNNEW YORK 


é 


When you visit your stationer, | 


look for this attractive new 
Mak-Ur-Own display... 
your signpost to handy, 
easy-to-make references. 
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Office 


Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards 


Mail Call 


WHILE politicians talk and generals 
negotiate, men are constantly going 
from office employment into military 
service—where letters from home are 
indispensable to well-being. 


The picture heading this column 
is from the house organ of Alexander 
Smith, Inc., carpet manufacturers, 
where it pointed up an explanation 
of that company’s method of insuring 
its men in service of plenty of mail 
from former co-workers. 


In the company’s “Mail Call” plan, 
all an employee needs do is write his 
letter, seal it in an envelope bearing 
the service man’s name, with his own 
name in the upper left corner, and 
give it to his supervisor. 


The company does the rest. Each 
letter is put, unopened, in another 
envelope, correctly addressed, and 
sent off airmail. 


Since lack of an address, or even a 
stamp, often causes writer’s cramp, 
the plan greatly steps up letter- 
writing. 
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Six Offices Honored in 1951 Office of the Year Awards. 


“Morning Coffee” Problem Solved in Mutual Life’s 
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Microfilm equipment; adding and calculating 
machines; dictating units 
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~NEW- — 


the COPYFLEX’ 


makes copies 


..in seconds 


Speed your... 
> Defense Order Copies 
> Customer Invoices 


> Accounting Reports 


Here’s the new machine that’s revolution- 
izing office systems and paperwork. With 
a BW Copyflex you get crisp, ready-to- 
use direct positive copies—in seconds. 
It makes errorproof replicas of practi- 
cally anything that’s typed, written or 
drawn! And they average less than 2¢ 
each, including all costs for an 84” x 11” 
sheet.* 


SPEED YOUR OFFICE SYSTEMS. Extra 
copies of your source record can do the 
work of many overlapping forms. Copies 
of original orders can double as produc- 
tion forms, shipping tickets, invoices, etc. 
Copies can be color coded in any of 20 


> Production Orders 


Paperwork 


See how compact the BW Copyflex is. You can put it 
anywhere in your office. It’s a complete, self-contained 
copying machine. Just connect it to an AC outlet. Any- 
one can operate it. 


> Price Changes 


color combinations. The possibilities are 
endless. 


REDUCE CLERICAL WORK. By merely 
copying the source record you eliminate 
all transcribing, retyping and proofread- 
ing . . . Errorproof duplicates of letters, 
invoices or reports can be made in a few 
seconds . . . There’s no delay, no time 
lost in needless paperwork. 


YOU’LL WANT OUR BOOKLET. It describes 
dozens of money saving applications. Or, 
better yet, why not see the amazing BW 
Copyflex in operation? In either case, be 
sure to send the coupon today. No obli- 
gation, of course. 


*WHAT DO YOU PAY? A recent survey shows it costs, on the 
average, at least 50¢ to type a single, ordinary sized page. 


Specialists in copying since 1897 
"iia beara geet CHARLES BRUNING COMPANY, INC. -———"— 


New York 13, N. Y. 


(1 +Please send me your free booklet A-1078. 
(+1 would like to see a Bruning BW machine demonstrated. 


Dept. Q-81 100 Reade St. 
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BOOKS AND PAMPHLETS 


Administrative Proficiency in Busi- 
ness, by Erwin Haskell Schell, fills a 
definite need for a text which treats 
the components of top managerial re- 
sponsibilities. The second edition of 
this useful book is written for business 
executives who are undertaking new 
responsibilities of an administrative na- 
ture and for younger men who are pre- 
paring themselves in education, train- 
ing, or experience for future industrial 
positions of great responsibility. 

The author, who is professor of 
Business Management in charge of the 
Department of Business and Engineer- 
ing Administration, Massachusetts In- 
stitute of Technology, discusses point- 
edly and suggestively the functions, 
methods, and problems of higher ad- 
ministrative positions in industry. A 
definite attempt is made to give the 
student a thorough understanding of 
the factors involved in effective admin- 
istration and better mastery of the 
techniques available for utilizing the 
opportunities presented. 

The text takes a long perspective of 
the sphere of administrative responsi- 
bility and emphasizes the adaptive and 
progressive nature of executive duties. 

Specific additions to this new edi- 
tion include more than 200 anecdotes 
and 1,000 discussion questions. The 
book has also been completely rede- 
signed in order to furnish the teacher 
with a text which provides fully for 
class discussion and seminar usage. 

Priced at $4.50 a copy, the book is 
published by the McGraw-Hill Book 
Co., 330 West 42nd St., New York. 


The Four Pillars of Freedom is the 
title of a 9-page pamphlet written by 
W. G. Vollmer, president of the Texas 
& Pacific Railway Co., Dallas, Texas. 


Mr. Vollmer feels that most people 


today are “knee-deep in confusion and: 


uncertainty—not quite sure which way 
to turn or what to do.” What with in- 
flation, Communism, our political lead- 
ers “divided among themselves” over 
many policies, and higher and higher 
taxation, “it’s enough to arouse fear, 
to cause confusion and to create un- 
certainty,” says the author. He says 
that we need to examine the cause of 
our trouble and then do something 
about it. 

The four Pillars or points which Mr. 
Volmer writes about are (1) work; 
(2) save; (3) vote; and (4) pray. “The 
responsibility for freedom and _ for 
peace does not rest in Washington, 
London, Moscow, or Paris, or the 
other capitals of the world,” says the 
author, “but in the hearts of the peo- 
ple of the world. We have at our com- 
mand the tools to preserve freedom, 


and to aid in restoring peace to a 
tired and unhappy world. Let's use 
these tools . . . work, save, vote, and 
pray .. patriotically and unselfishly.” 


Copies of Mr. Vollmer’s pamphlet 
are available by writing to J. B. 


August, 1951 


jy, 7 - ie Bea ; ae. i OS eg ee 
aa 
e a pati ik hath icone 
ae. ae v = 
a " 
i - ic - 
ote. >" 
_ 
ah a: tit 
a : ae a r - : et at 
ae ;. e 2 | a \ Somat 
“es 3 Ke “4 
aw) ‘- 7 - y ge ae ° 7 ee 3 
ie é —- - ‘hs i: — . . j 
wet. @ a ~~ Va | 
a - J Ry i a % | — =) : 1 
¥ a Se) 7 i H Ae — . ; 
a ir : Fe : : bs we te 
> ar ee ee hos Bees eo 
5 i a S . @. »| ae 
2 om = = dl “a ‘e rae ; ii? eg i. oe — 
ia 7 aay — ‘ 
Bly - ‘ A ie wo = * oe 
a : A si z= 
ay ee : % ! ra fe ; 
" 5 i. oo ¥ Se ee ee | 
, J 
: 2 r 
 - | 
—>S 
; | P a 
* a 
gee 7 
ae i. a - 
= BRUNING ) 
. ‘ Yow 
a a i ia Soe \ 
-_ Pe | Re | ; . \ 
7 = | Z 
: ee | ESE a an | E 
» i 
a 
| | k=  ——_s-'7¥x _— 
ae = 
“AS Ee Pe 
a ee a 
— 
“i a > sa! =e n . = 
< - ell . eo ‘Boke Oe Se a 7 a ae ee 
a Oa mas a. eee ye! TE eee: Oa: Si ag Be acd  . : 


Busi- 
fills a 
treats 
al re- 
mn of 
siness 

new 
ye na- 
e pre- 
train- 
istrial 


or of 
of the 
ineer- 
ts In- 
point- 
‘tions, 
r ad- 
ry. A 
e the 
ng of 
dmin- 
f the 
o the 


ive of 
ponsi- 
e and 
luties. 
y edi- 
-dotes 
The 
rede- 
2acher 
ly for 
age. 

90k is 
Book 
rk, 


is the 
en by 
Texas 
Texas. 


people 


n and: 


h way 
ith in- 
| lead- 
’ over 
higher 
» fear, 
te un- 
> says 
use of 
ething 


th Mr. 
work; 
. “The 
d_ for 
ngton, 
wr the 
ys the 
e€ peo- 
r com- 
-edom, 

to a 
*s use 
e, and 
ishly.” 
mphlet 
x: Be 


51 


Coming in October! 


“OFFICE OF THE YEAR’ Issue 


ERS 
FEATURING AWARDS, AWARD — 
and THEIR WINNING OFFICES! 


: Will Be Distributed At : 
THE NATIONAL BUSINESS SHOW 


Timed to precede the National Business Show— 
this October issue accents the winners and pre- 
sents editorially the story behind the winning of- 


fices, and the equipment, products and appli- 
ances used in them. 


With the eyes of the Nation’s office management executives focused on this show and these 
great awards—this issue, it promises to be eagerly read—re-read, and acted upon by those at- 
tending the Show as well as those who do not attend. 


With its no-waste circulation to more than 10,000 executive readers (plus the extra 1,000 copies 
distributed at the Show) your advertising message in adequate space can forcefully tell your 
story, display your products, services and equipment to this highly concentrated audience who 
read this magazine because it is truly— 


"The Office Executive's Own Magazine!" 


ADVERTISERS! 


Do Not Miss This Annual Issue Promotion! 


Cash in on the EXTRA 1000 SHOW DISTRIBUTION! 


Place Your Space Order NOW! Final Forms Close September, I5th 
BEER TERA SERS 2 SR RT ETE IT TI 


OFFICE MANAGEMENT | 
aud Equi 


A Geyer Publication 
@D.:. FIFTH AVENUE «+ NEW YORK 10, 4.¥. 
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Company after company has put jet action 
into its paper work production—licked de- 
lays—eliminated errors—by incorporating 
Colitho Offset Master Plates in its Sanaen 
systems forms. 


Any form can be preprinted on Colitho 
— and you handle them like ordinary 
orms—fill them out by hand, typewriter, 
or other business writing machine—and 
you do it only once. Then, on any offset 
duplicator, the Colitho plate quickly gives 
- hundreds, even thousands of original- 
ike copies—clean and easy to read. 


Colitho plates are supplied blank, or 
they can be printed with any form, ready 
for your own fill-in—as single plates— 
part of a “snap-out” manifold set—or 
continuous, for use on tabulator, teletype, 
formswriter, or addressograph. 


If you’re looking for economies and 
increased efficiency in your plant and 
office, don’t overlook the savings you can 


Navy “‘Panther’’ Jet Fighter—Manufactured by Grumman Aircraft Eng. Corp. 


SPEED important in Paper Work, too! 


4. ERS pees 


find in your business paper work by using 
Colitho Offset Master Plates. 


Let us show you how they are being 
used in purchasing, engineering, produc- 
tion, auditing, tabulating and es- 
timating. Write for the Colitho 
sicaiis Wenidhnen—ae? 


COLUMBIA RIBBON & CARBON MFG. CO., Ine, 
Main Office & Factory: 

170-8 Herb Hill Road, Glen Cove, L. I., New York 

New York Sales and Export: 58-64 West 40th Street 

ch Offices and Distributors in principal cities 

Consult your local Telephone Classified Directory 


{eo} 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 


170-8 Herb Hill Road, Glen Cove, L. I., New York 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. OM-8 


Please send me samples of Colitho Masters. 


Title. 
Zone State. 
Model 
Clamp Style 
OFFICE MANAGEMENT AND EQUIPMENT 


BOOKS AND PAMPHLETS 


(From page 6) 


Shores, director, employee and public 
relations, The Texas & Pacific Rail- 
way Co., Dallas. 


Industrial companies faced with the 
problem of setting up or reorganizing 
their internal auditing programs will 
find a wealth of information in a new 
book, Industrial Internal Auditing, 
published by the McGraw-Hill Book 
Co., 330 West 42nd St., New York. 


Written by W. A. Walker and 
W. R. Davies, staff members of the 
U. S. Steel Co., the book treats the 
auditor’s work program from a func- 
tional departmental viewpoint rather 
than with a balance sheet approach 
confined to fiscal matters. The volume 
offers a ready-made framework which 
the internal audit divisions of indus- 
trial companies can modify as neces- 
sary in developing their own specific 
audit manuals. Following a concise 
summary of the objectives, scope, and 
authority of internal auditing, the book 
analyzes the basic and auxiliary inter- 
nal controls that are related to the au- 
ditor’s work. In this connection it de- 
scribes the various types of internal 
audits and reports, takes up staff or- 
ganization, and evaluates internal au- 
diting’s standards as a profession. 


A particularly useful feature of In- 
dustrial Internal Auditing is the in- 
clusion of a selection of specific func- 
tional audits (with accompanying case 
problems in the Appendix) for each of 
the various departments of typical in- 
dustrial establishments. 


These present in detail the effective 
auditing methods that are suitable for 
the following: credit and accounts re- 
ceivable, inventory control, purchasing 
and accounts payable, production and 
manufacturing, maintenance and con- 
struction, traffic and _ transportation. 
The book also covers the auditing 
work involved in sales departments 
and in payroll control and related in- 
centives and production reporting. 

The book contains 331 pages and is 
priced at $5 the copy. 


The answer to many record keeping 
problems faced by manufacturers oper- 
ating under the controlled materials 
plan are described in a new booklet 
available from Remington Rand Inc., 
315 Fourth Ave., New York. The 
booklet, designated X-1203, is actually 
a practical manual which outlines 
methods for simplifying paper work 
by laying the groundwork for getting 
the desired result, a properly balanced 
and uninterrupted flow of materials to 
meet production requirements on 
schedule. 


The booklet shows many ways to 
save on clerical routine, the company 
says, as well as incorporating informa- 
tion necessary for the correct set-up 
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if you have 


Oottice employees...or 


You can add to effective output...cut office costs 


As never before, the times demand greater productivity in 
the office. How to get it? One proved answer is scientific 
work simplification, which enables you to step up...and 
control ... office output, and achieve lower costs for results 
obtained! 

The Remington Rand Work Simplification Kit shown 
here will help you plan and schedule your basic operation 
and cut out waste motion, to concentrate productive effort. 
Included are these modern business tools: 

(1) A supply of (five hundred) Process Analysis Work 
Sheets specifically designed to set up a step-by-step analysis 
of your office operations with the multiple purpose of elimi- 
nation, combination, change of sequence, or simplification. 

(2) An Office Planning and Layout Template, a com- 
prehensive work simplification tool developed to help you 
prepare flow charts and office layouts, to make your work 
diagramming accurate and effortless. 

(3) Fully-detailed, illustrated manuals that show how to 
use each of these “tools.” 

The cost of this amazingly simple but effective “package”? 
Only $12.50 (F.O.B. factory, plus local taxes). Mail the 
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coupon for your Kit today, before you forget. Or check the 
box for more information about this aid to scientific office 
work simplification. 


| 


Management Controls Division, Room 1284 

315 Fourth Ave. ©@ New York 10, N.Y. 

1 Send your Work Simplification Kit to me at once and 
bill me later. 

(1 I would like further information on your Work Sim- 
plification Kit. 


City _Zone. State 
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BOOKS AND PAMPHLETS 


(From page 8) 


of records required for efficient oper- 
ation under CMP regulations. 

For those manufacturers who find 
that production holdups and counter- 
regulations procedures are being 
caused by lack of vital detailed infor- 
mation, Rem-Rand’s booklet outlines 
simplified and effective record systems 
that should prove of interest. 

The brochure shows how standard 
forms for maintaining Allotment Ac- 
counting Records can be made avail- 
able quickly in small quantities. It lists 
effective methods of “exploding” parts 
and material needs, thereby correlating 
with planned production the regula- 
tions concerning controlled materials. 
Methods of establishing long-range 


production schedules are balanced with 
procedures of maintaining control over 
every phase of manufacturing. 

Basic principles for controlling re- 
ceipts of raw materials and parts in 
compliance with CMP regulation No. 
2 on inventory control are outlined. 
Advice is also included on how to 
store and protect supporting records 
on all CMP transactions, as required 
by law. 


RECORDING INCOMING 
PARCEL POST 

“Receipt of Parcel Post is not a 
major operation, nevertheless we aver- 
age 40,000 packages per month,” said 
Robert G. Brown, manager, receiving 
department, J. L. Hudson Co., Detroit, 
in an address to the recently held 30th 
annual conference of the traffic group 
of the National Retail Dry Goods 
Association. 


ters like the one above. 
the increased output and increased results made possible 
by their first Robotyper that much of Robotyper’s current 

——— is marked for them. MAIL THE COUPON 


“Since our recent purchase of three complete Robotyper 
units we find our cost per letter has been materially 


reduced... 
(Signed) Mrs. Edwin Selvin, Chairman 
Women of the Pacific, Beverly Hills, Calif, 
R per’s amazing results are bringing hundreds of let- 


Users are so enthusiastic about 


"THIS FOR YOUR OFFICE: 


h perf ectly- 


: ed savings 
makes automatic RESULTS: Important r secre 
yg of your correspond- in dictation time— great’ perfect 
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of names, 205 a ee type- read—end oe efficiency you 
made by en means that a possible. 
Heng na and automatically never 
hand type - 
- - * 
: } ROBOTYPER CORPORATION (G) 
LEARN be 125 Allen Street East, 
exiaimi : Hendersonville, North Carolina 
ROBOTYPER pag forward intormation on how Robotyper can help 
y firm. 
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a: $ a ZONE........ isi. 
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Canadian Office: Robotyper Corporation of Canada, Suite 
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In his talk, “A New Method of Re- 
cording Incoming Parcel Post,” Mr. 
Brown said his company’s former 
practice was to have the receiving 
clerk call to a typist, who recorded the 
information onto the receiving sheet 
or record. The place of work, while 
satisfactory for the receiving clerk, 
could not be considered desirable for 
an office clerical. 

“The steps of doing the work were: 
1) Receiving clerk called data; a) Ship- 
per’s name; b) Point of origin; c) In- 
surance number, if insured; d) Amount 
of postage; e) Department number. 
2) Typist called back the receiving 
number (a progressive number); 3) 
Receiving clerk wrote, with ink pen- 
cil, the receiving number onto the 
package,” Mr. Brown continued. 

“We installed a dictating machine to 
which the receiving clerk now dictates 
the same information. 

“We have a consecutive numbering 
device installed in a standard marking 
machine chase. This device preprints 
labels with the receiving number. We 
use a plastic bonding device for attach- 
ing the labels to the packages. 

“Typing of the receiving sheet is 
done in the office where there are no 
interruptions. 

“Time of receiving clerk is reduced 
7 seconds per package. Time of typist 
is reduced 14 seconds per package—a 
saving of 21 seconds per package. 
Translated to a month of receipts, this 
means 81.6 one-person hours. 

“The investment in equipment is 
small. Supplies cost no more than by 
previous practice. 

“We will improve the job still fur- 
ther whereby we will reduce work and 
increase production. 

“The economy is small, to be sure. 
The important thing is that while the 
operation is small and the saving in 
labor is small, we know that there are 
many more operations that can be im- 
proved with study.” 


IMPROVED LIGHTING SYSTEM 
SHOWN 


Following eighteen months of re- 
search, a new system of industrial and 
commercial lighting was introduced re- 
cently at the Light and Vision Insti- 
tute of the Holophane Co., Inc., 342 
Madison Ave., New York. 

Using a conception of vertical sur- 
face lighting, developed for standard 
uses, the devices were demonstrated in 
more than sixteen forms. They use 118 
refractors and eighty different lenses 
to provide diffused light which is con- 
centrated on specific locations where 
light is needed, according to H. L. 
Logan, vice-president of Holophane. 

Because no extensive use of critical 
materials essential to national defense 
production are required, there is esti- 
mated to be an immediate market for 
seven to eight million dollars worth of 
the products. The equipment is said to 
be suitable for offices, factories, stores, 
government buildings, as well as for 
street illumination. 


Prismatic control designs are built 
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§ Re- into lighting fixtures to provide di- 
> Mr. rected lighting for important work lo- ANY COMBINATION YOU NEED 
emer cations. For example, in the Institute 
siving ceiling a display showed how hospital 
.d the lighting can be installed to facilitate 
sheet television transmission of surgical 
while operations, delivering 3,000 foot-can- eee o 
clerk, dles of light to an operating table. 
e for In another example it was shown 
how a concave cross-section fixture 
were: 
Te UARCO 
) In- with 
nount 
mber. 
ving fanfold carbonset 
pen- 7 
the forms! 
ne to 
States 
ering 
rking 
orints 
We 
tach- 
et is Light control board covers entire wall ee 
RE i eee TE eee 
produces twice the output of anything 
luced previously produced for vertical sur- 
typist face lighting. : 
ze—a The prism, in the hands of Holo- | The word “no” doesn’t exist at 
kage. phane engineers, becomes an effective Uarco in regard to tough Fan- 
, this tool for light control, Mr. Logan said. | fold Form problems. Any com- 
The devices produced for commercial | iestion van Geel, wne-aet 
nt is applications are described as “Con- 7 y »y : get. 
in by trolens” products, he said. They are | For instance, you might want 
already in stock with distributors, the fanfolded edges fastened by 
| fur- ready for engineered installations, Mr. | —_ glue or thread to hold together 
¢ and Logan added, | for later entries. You can have 
it! You might want them all 
apertan ACOUSTICAL MATERIAL P 
e the SALES INCREASED that way, or just part. You may 
iz in Sal f seal aa | need loose carbons between the 
e are _ males Of acoustical materials have | top two copies: fastened carbon 
ea increased twenty fold during the past h h Ir’ 
fifteen years with the greatest percen- between the next three. It's 
tage growth recorded during the last done! What you want, Uarco 
EM five, Wallace Waterfall, executive sec- provides. 
—_ of = og Wn You get economy, too, from 
sociation, told the American Society 
Yee ; : ’ r set; 
f re- of Testing Materials at a special acous- Usece Fanfold Ca Fa ee 
| and tical symposium held recently in At- if you use no more than 25,000 
d re- lantic City, N. J. forms a year. Another thing: 
wer “Today the sales of acoustical ma- you use Fanfold on any writing 
, 342 pa —- = om ey $20,000,- machine in your office! 
eo annua y,” Mr. Waterfa said, “and Call your Uarco Representa- 
sur- the installed footage amounts to ap- ‘ fold 
idard proximately 150,000,000 square feet an- tive. He fits Fan ol Carbonset 
ed in nually.” to any forms requirements. . . 
e 118 The growth of the industry is in part | shows where they save for you! 
PNSCS due, Mr. Waterfall stated, to the in- 
ese? creased noise of the machine age. “The 
ace ever increasing noise of our machine poanee oe oo ong oes ; 
° +e xe j "reases > . 7 cca eep iver, Connecticut, atseka, inois 
ane. eres a ss the de mand tor eee Sales Representatives in All Principal Cities. 
tical rag mre igor re — It pt now Corecess eeeeeeeeeeeseeeeeeeeeeeeee 
Z be truthfully said that no modern ar- UARCO In:o:porated ° 
fense chitect plans a major new building | INCORPORATED Roo:s 16>%, 141 WW. Jacksoa 3 vd. r 
esti- without specifying some acoustical ma- | ee mi Shei tended secsieiedioeiau . 
t for ials < ‘Iding ery ” Please send me samples of Uarco Fanfo nset ° 
terials and old buildings are rapidly Business Forms : Forms. ‘ 
th of taking advantage of the opportunity to . . 
id to modernize acoustically. ° NOM. 06 rccccccccessocee bddsecdabnnibaed bebe nReanban ° 
ores, “When the early pioneers began . AAATESS. cceseececveseeees oe eer eeereceeesesereessssess ° 
s for tacking hair felt on walls and ceilings ®  illiliesnscacksnnencdenscsetihciidbeeicastmaraeaal > 
om tee cathy Tews, Say Sarees ee ©: TIN iasnsxsccoversonctintenssvotmianaienn ‘ain. 
built acoustical material industry, Mr. CCHS ESE HEHEHHEHHEHHEHSHEHEHEHEHHEHEHEEHEEEEE 
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93,500 WORDS 
WITHOUT 
REFILLING 


Choose your 
own individual | 
point style from the 


world’s largest Point 
“selection. instantly 
ate renewable 
,* in case of 
 “Ink-Locked” damage. 
against accidental 
spillage. Can't leak. es 
Won't flood. . 
’ Base holds 


40 times more 
ink than regular 
_ fountain pen desk | 
sets. Fill it once 
.+. write for 
months. 


_ Choosethe . 
right point _ 
. fortheway 


DESK PEN SET 


The 444 is a new, better desk pen. It writes your 
way... because you fit it with the particular point 
made especially to do your kind of writing, the way 
you write it. Select your point and get a personal 
demonstration at any pen counter. 


THE ESTERBROOK PEN COMPANY 
CAMDEN 1, NEW JERSEY 


COPYRIGHT 1951, THE ESTERBROOK PEN COMPANY 
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Waterfall continued. “The hair felt as 
the ‘model T’ of the industry has 
been succeeded by a variety of prod- 
ucts made from vegetable and mineral 
fibers and granules and fabricated into 
practical units which will meet the va- 
rious maintenance, appearance and 
other requirements of use.” 

Tracing the development of the in- 
dustry, Mr. Waterfall said: “For a 
number of years most installations 
were for the purpose of improving 
hearing conditions in various kinds of 
auditoriums. Then came the radio stu- 
dio with its specialized problems. It 
brought with it speech amplifying 
equipment which helped distribute 
sound but added to the necessity of 
absorbing it. Then finally came the use 
of acoustical materials to reduce noise 
in offices, hospitals, schools and fac- 
tories and this use has now outstripped 
all other uses in quantity of materials 
sold.” 


LIQUID CLEANER-SANITIZER 
FOR INDUSTRIAL USE IS 
ANNOUNCED 


A new odorless general purpose 
liquid cleaner and sanitizer for indus- 
trial use, combining a quaternary am- 
monium compound and a compatible 
synthetic detergent, is announced by 
the West Disinfecting Co., Long Is- 
land City, N. Y. 

Trade-named Sanikleen, the cleaner 
is said to eliminate the necessity for an 
extra, separate sanitizing rinse and 
therefore makes possible considerable 
savings in time, labor, and materials. 

Since the product can be used with 
soft or hard water and leaves no resid- 


Office cleaning made easier 


ual soap film, it can be used for clean- 
ing and sanitizing walls, windows, eat- 
ing and drinking utensils, and floor 
surfaces of wood, concrete, linoleum, 
asphalt tile, terrazzo, and similar ma- 
terials. When used according to in- 
structions, Sanikleen is claimed to re- 
duce the amount of bacterial contam- 
ination to a point considered safe by 
public health requirements. 

Only: one ounce of Sanikleen is re- 
quired per gallon of water for general 
use. Surfaces may be mopped, 
scrubbed, or brushed with the solution. 
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as PAID VACATION BENEFITS 
According to a recent study by the 


>d- : : ° 
National Industrial Conference Board, 

oe 247 Park Ave., New York, paid vaca- streamline 

me tion benefits for hourly workers are 


ear “just about equal” to those tradition- paper handling 


ally granted to white collar workers. 
The study was based upon the vaca- 


_ tion practices of 303 manufacturing 
ie and non-manufacturing companies. 
ing In certain respects, the Board says, 
of the hourly workers in these companies 
stu- “have even passed” the white collar 
It workers. For example, among 273 
ing companies employing hourly workers, 
ute 44.7 per cent grant a three-week maxi- 
of mum paid vacation. Among the 301 
use companies that employ salaried work- 
vise ers, a smaller proportion set a three- 
fac- week ceiling on the vacation allowance. 
= Employees in most of the manufac- 


turing companies participating in the 
survey still get a maximum paid va- 
R cation of two weeks or less. But, while 
the two-week paid vacation maximum 
is still majority practice among these 
companies, three-week vacation maxi- 


ose mums have become increasingly prev- 
lus- alent. 
am- 
ible When it comes to a vacation of four 
by or more weeks, companies are more 
Ie- liberal with their salaried employees: 
twelve of the manufacturing companies 
sner grant a paid vacation of four or more 
ean weeks to longer-service salaried em- 
and ployees; hourly employees in only 
able eight companies enjoy the same bene- 
ale. fits. Among the manufacturing com- 
with panies, three weeks maximum paid va- 
eid. cation is dominant for employees with 


longer service. None of the manufac- 
turing cooperators places a ceiling of 


one week on the vacation allowances between duplicating machine 


for either hourly or salaried employees. 


o 
In relatively few companies—15.2% and mailbag = 


for salaried; 20% for hourly—is there 
a two-week vacation limit, the study 


= | 
shows. By breaking the “bottleneck” of collating a Thomas 
The sise of the company “eotms to Collator brings into productive reality the full speed and 
be a factor” in determining maximum capacity of modern duplicating equipment. 
Be. vacation allowances in the 303 partici- ‘ 
: pating companies. Among the manu- Equally important . . . Thomas Collating makes possible more 
\. facturing companies, especially, the careful inspection of high speed and volume output. 
larger companies “set more liberal va- 
yrs ayer than do the ogee As the collated sheets come out into your hands every page is 
mong manufacturing companies wi . 
Sone aie 500 prt oe re ao right before your eyes. A constant check on accuracy of the 
a5 | half place a two-week limit on paid work. 
egg ented ee Be ye 8 You'll find step-by-step photos of Thomas Collating, together with 
companies with over a thousand em- specifications, in our new "M" Brochure. We will gladly mail you one 
ployees allow their longer service hour- on request. 
lean- ly employees three or more weeks off. 
, eat- This is also true for salaried employees 
floor in these manufacturing companies. 
pee a Among the non-manufacturing com 
bay panies participating in the Board’s sur- COMMAS Pe) Aatevs 
o re- vey, the three-week maximum vacation 
tam- allowance for longer service employ- 
e by ees is so prevalent that size of the 
company has relatively little bearing. THOMAS MECHANICAL COLLATOR CORP. 
$ re- To the extent that it does, the larger ‘alists i theri 
neral companies more frequently set more specialists in paper gathering 
sed, liberal allowances than do the smaller. 30 Church St., New York 7, Digby 9-2270 Se 


ition, 


In most companies in this survey, 
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the longer the employee is with the 
company the more vacation he is like- 
ly to get. Minimum and maximum al- 
lowances “vary greatly.” 

The most prevalent graduated vaca- 
tion allowances for hourly employees 
are one week after one year, and two 
weeks after five years. When added 
vacation time is granted, most fre- 
quently it is a third week after fifteen 
years, and a fourth week after twenty- 
five years. 

For salaried employees in the com- 
panies surveyed, the vacation sched- 
ules most frequently allow one week 
after six months; two weeks after one 
year; and, when given, three weeks 
after fifteen years, and four weeks af- 
ter twenty-five. Employees in every 
company participating in this study 
receive some vacation time off after 
they have at least one year of service. 


In the companies studied, vacation 
allowances for executives range from 
none at all to no limit on time off. But 


Architect's sketch of the Massachusetts Mutual Building, Los Angeles 


for the majority, vacation allowances 
for executives are the same as those 
for other salaried employees. 


In the past, few companies have 
bothered to formalize their vacation 


PUSH-BUTTON MULTIPLICATION 
makes the job go 


EASIER-SURER - FASTER 


EASIER—because Marchant saves at least 
one step in every multiplication. 
SURER_—because Marchant is the only 
American-made calculator with dials for 
verifying the keyboard entry. 
FASTER—Dbecause Marchant not only 
requires fewer operations in multi- 
plication, it operates efficiently at 
speeds ranging up to twice 
those of any other calculator. 
Since more than half of all calculator 
work is multiplication, the obvious choice 
among calculators is the one that multiplies 
: easier, surer, faster. Ask the 
\ ; Marchant Man in your phone book to 
J 
is 


i prove this statement on your own work. 


Mail this Coupon with your business letterhead to get our free : 
GUIDE TO MODERN FIGURING METHODS oO: 

ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] } ~ 
MARCHANT CALCULATING MACHINE COMPANY 


OAKLAND 8, CALIFORNIA E-5 
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plans for executives. A 1945 survey of 
vacation practices in 175 companies 
showed that only eight had a formal 
policy covering their executives. In 
1946, a survey of 136 companies showed 
that only 13% had a formal policy re- 
garding the vacations of executives. 

Of the 303 companies participating 
in the survey this year, 49 indicate that 
they have formal vacation practice for 
executives that differs from that set up 
for salaried employees. 


The study, “Paid Vacation Prac- 
tices,” is the latest of the Board’s 
“Studies in Personnel Policy” series, 
and was prepared by Harold Stieglitz, 
of the Board's staff. 


MORE OFFICES FOR LOS 
ANGELES 


Plans for a new office building and 
display center on Wilshire Boulevard, 
which when completed will provide 
the Los Angeles headquarters for both 
Remington Rand and Massachusetts 
Mutual Life Insurance Co., were made 
public recently at a ground-breaking 
ceremony on the building site at Wil- 
shire and Coronado. 


Designed by the architectural firms 
of Kahn & Jacobs and Welton Becket 
& Associates, the new project will 
consist of a business equipment center 
for Remington Rand in the form of 
a glass pavilion, surrounded on three 
sides by elaborate landscaping, and a 
four-story office building, set back 
from the street with the first floor de- 
voted entirely to covered parking. 

Both buildings will be built and 
owned by Massachusetts Mutual and 
leased on a long-term basis to Rem- 
ington Rand. The insurance company 
in turn will lease back the entire top 
floor of the larger building to house 
the John W. Yates Agency, number 
one Massachusetts Mutual office in 
the United States. 

The business equipment center will 
be a one-story structure of reinforced 
concrete frame and glass exterior, in- 
corporating a complete display of 
Rem-Rand business machines and of- 
fice equipment and joined to the main 
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3K PUSH-BUTTON MULTIPLICATION 
d Enter multiplicand in keyboard. 


Answer appears simultaneously 
as multiplier is entered in Auto- 
matic Multiplier. 


AMERICA’S FIRST 
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building by a connecting conference 
room. 

The office building itself will present 
a windowless facade of white marble 
to Wilshire Boulevard, with the office 
portion above the parking floor faced 
with red Roman brick and the three 
bands of continuous windows protect- 
ed from glare by vertical louvers. The 
floor to be occupied by the Yates 
Agency, comprising 130 underwriters 
and other personnel, will be “totally 
designed” by Welton Becket and his 
staff. 

Mr. Becket will be remembered for 
his work as architect of the General 
Petroleum Corp. offices in Los An- 
geles. These offices won honorable 
mention in the 1950 “Office of the 
Year” Awards sponserd by OFFICE 
MANAGEMENT AND EQUIPMENT. 

It is also interesting to note that 
the architectural firm of Kahn & 
Jacobs, co-designers of the Massachu- 
setts Mutual Building, were the archi- 
tects of the Philip Morris offices in 
New York, which won the “Office of 
the Year” Award for offices having 
less than 500 employees. 


ACCOUNTING STATEMENTS 
“FAIR GAME" 


Today's accounting statements are 
“fair game” for any who wish to use 
them for personal advantage, Charles 
E. Headlee, controller, Westinghouse 
Electric Corp., Pittsburgh, warned ac- 
countants in an address on “Industrial 
Accounting in a Defense Economy,” 
at the recently held 32nd annual in- 
ternational cost conference of the 
National Association of Cost Accoun- 
tents. More than 2,500 attended the 
conference which was held in Chicago. 

Mr. Headlee said that many cor- 
porations have published figures dur- 
ing the last six to nine months which, 
to be reliable, have to be read with 
more accounting judgment than can 
reasonably be expected on the part of 
everyone taking action based on them. 

While a limited few, such as officers 
in charge of company _ operations, 
bankers, financial analysts, and econ- 
omists, can generally see the implica- 
tions of these statements and the pic- 
ture they portray, he went on, only a 
small percentage of other groups see 
a true and complete picture. He cited 
as examples those who use statements 
for personal advantage; politicians 
who obtain votes from numerous em- 
ployees by discrediting and berating 
their less numerous employers; labor 
leaders who try to secure for their 
constitutents a greater share of the 
gross income dollar; and enemies of 
the free enterprise system. 

Mr. Headlee pointed out that state- 
ments prepared for internal and public 
reading cannot be improved to any 
great degree unless present accounting 
practices can be improved. 

The speaker went on to cite some 
of the conditions which create misun- 
derstanding between government and 
industry such as certain ground rules 
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OFFICE 


“...best seat 
I ever sat on 


”“ 
! 


That’s the consensus of opinion among employers and 
employes, alike: Cosco ‘“Finger-Lift” Office Chair is a 
better seat—a bigger value! Foam rubber-padded, re- 
volving ‘‘saddle’”’ seat raises or lowers—quickly, easily 
and positively—to any height between 16” and 20”... 
backrest adjusts three ways. Durable, washable, vinyl 
plastic upholstery on seat and backrest in green, brown, 
maroon or gray; all-metal frame finished in gray, brown 
or olive green baked-on enamel, or chromium. Life-time 
lubricated, soft rubber casters, with ball bearing swivels. 
Ask for free demonstration at leading office equipment 
dealers. Or write for dealer’s name: Cosco, Dept. O.M-7 
Columbus, Ind. 


Illustrated: Model 16-C, gray enamel finish. Also 16-D, brown 
enamel; 16-G, olive green enamel; 16-B, chromium. Retail prices 
about $29.95 to $31.95 (slightly higher in Florida, Texas and 
Western states), 


“,..most chair for the 
money I ever saw 


”“ 
! 


Posture Back 
adjusts 3 ways 


ras 


In and out for 
depth of seat... 


z 


Tilts # ty ¢ 
“follow” the back. 


HAMILTON MANUFACTURING CORPORATION +» COLUMBUS, INDIANA 
Mokers of COSCO Household Stools, Chairs and Utility Tables 
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WHERE SPACE IS AT A PREMIUM 
AND CONFIDENCE 1S IMPORTANT 


Reis your office with Wiltshire 
Modern Consultation Desks 
and you invite visitors to stay 
and discuss their business 

with you. Designed for private 
conference between two or 
more persons . . . this versatile 
desk allows comfortable, 
close-in seating on three sides, 
right AT the desk. It’s 

ideal for banks, 

finance offices, wher- 

ever space is at a 

premium and confi- 

dence in a major factor. See it 
at your dealer’s now/ 

CROWDED? Send ten cents for Imperial’s 


Office Planning Guide to help you redesign 
your office for more space. Guide is 


w complete with floor plan, cut-outs, 


helpful advice. 

‘ ial 
ty td 
desk company 
EVANSVILLE 7, INDIANA 


© cramped backs or 
bumped knees to strain re- 
lations when you have 
Wiltshire Modern Consulta- 
tion Desks in your office. — 


0 


WE INTRODUCE THE NEW 
table-top COLLATOR! 


Only 15!/, inches square. Gy 
Yet it combines the best oper- © 
ating features of the larger \: 
Thomas Collator models. 

You collate faster . . . effort- 
lessly; and without taking up 


floor space. 
Sk 


ate 


another 


| Thomas CC ol Luter 


The coupon below will bring you illus- 
trated literature. 


THOMAS COLLATORS 
30 Church St., New York 7 


Send me "'M" Specifications and literature on 
the new Table-Top Thomas Collator. 


a . 
NE EES PUES eae , development 
Address I 
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Specialists in Paper Gathering 
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established for government contracts. 
He called upon industry to exert its 
combined effort to effect changes in 
those ground rules which are “unfair 
and result in waste and hardships.” 

In referring to contractor-govern- 
ment relationships, Mr. Headlee said 
that cost reduction rather than profit 
reduction should be the paramount ob- 
jective. “Excessive profits are not 
proper, but the profit motive should 
be used to stimulate efficient produc- 
tion and cost reduction. 

“The use of profit incentives for good 
contractor performance can save far 
more in the form of cost reduction 
than it permits in higher profit mar- 
gins. A small percentage reduction in 
the cost of any contract results in a 
saving to the government that dwarfs 
any likely reduction in profit.” 

In concluding, Mr. Headlee cau- 
tioned the accountants to remember 
that price controls do not eliminate 
any of the causes of inflation, but 
rather, tend to restrict production and, 
therefore, cause more inflation. 

“T believe,” he said, “we here have 
a knowledge and background that 
would prompt us to vote for pay-as- 
you-go taxes instead of price controls, 
at least unless or until we are in an 
all-out war.” 


COST ANALYSIS DISCUSSED 


Contending that the conventional 
handling of product cost analysis will 
not serve management needs, Charles 
H. Gleason, assistant to the executive 
vice-president of Sylvania Electric 
Products, Inc., New York, another 
speaker on the program, called upon 
industrial accountants to adopt a com- 
bined contribution margin and net 
profit approach when dealing with 
product lines, territories, or other busi- 
ness segment operating results. 

Mr. Gleason pointed out that in to- 
day’s economy in which multiproduct 
companies predominate, the familiar 
net profit approach results in product 
and other analyses that are weakened 
by necessarily arbitrary cost alloca- 
tions. 

The speaker took as his point of de- 
parture, NACA’s recently-issued re- 
search study. “Assignment of Non- 
manufacturing Costs for Managerial 
Decisions,” in which the contribution 
margin approach to cost analysis—in- 
volving among other things, segrega- 
tion of fixed and variable costs—is em- 
phasized. 

As an instance of a company which 
has outgrown the serviceability of net 
profit analyses, Mr. Gleason cited his 
own and traced Sylvania’s growth to a 
point where central significance gath- 
ered about the profitability of seg- 
ments in terms of their ability to con- 
tribute toward fixed costs and com- 
pany profit. 

Said Mr. Gleason: “The contribu- 
tion margin approach views individual 
products as related units of the busi- 
ness. It shows the business as it actual- 
ly exists and sweeps aside non-essen- 
tial details in policy determination.” 
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SELF-SERVICE ELEVATORS 
FEATURED IN NEW OFFICE 
BUILDING 


When the Washington National In- 
surance Co.’s new home office build- 
ing at 1630 Chicago Ave., Evanston, 
Ill. is completed, it will be the first 
large office structure in the Chicago 
area, and one of the few in the coun- 
try, to boast of self-service elevators. 
Three passenger-operated Autotronic 
elevators are being installed by the 
Otis Elevator Co., with provision for 
a fourth which may be installed later, 
according to R. J. Wetterlund, presi- 
dent of the insurance company. 

The seven-story building, built of 
steel and faced with granite, limestone, 
and brick, will occupy a 210 x 116-foot 
plot. It will add 130,000 square feet to 
the company’s present office space, and 
give the insurance organization a 
group of buildings covering approx- 
imately one-fourth of a city block. The 
structure will be heated by forced hot 
water, and equipped with complete 
ventilating facilities. 

The bank of elevators, each traveling 
at the speed of 500 feet per minute, 
will represent the first installation in 
the North Central states of intensive- 
service elevators equipped for pas- 
senger operation. The system is said 
to involve the most complete safety 
provisions known. 

Special safety controls, applied to 
this system, reflect recent advances in 
elevator design. For example, the doors 
incorporate an electronic safety device 
which prevents even the most preoc- 
cupied passenger from being jostled. 
While the car waits for passengers in 
the lobby or at a floor landing, doors 
automatically remain open for a pre- 
set time which is ample for the normal 
movement of passengers into and out 
of the car. To avoid over-crowding, 
each elevator automatically weighs the 
passenger load in the car. When the 
load reaches a predetermined weight, 
the car is started automatically and 
“expressed” past landing calls, al- 
though no passenger inside the car is 
carried past his floor. 

Construction of the building was 
started early last year by the R. C. 
Wieboldt Co., Chicago, general con- 
tractors, from plans prepared by Gra- 
ham, Anderson, Probst & White, Chi- 
cago. 


TECHNICAL PUBLISHERS 
GROUP ORGANIZES 


A new national industry organiza- 
tion, the Technical Publishers Associa- 
tion, recently came into being when 
some twenty-eight owners and opera- 
tors of technical publishing concerns 
adopted a constitution and elected a 
board of directors and officers at a 
meeting held at the association head- 
quarters, 30 Vesey St., New York. 

The new group, according to its con- 
stitution, defines technical publishing 
as including the rendering of one or 
more of the following services to in- 
dustry and government on a contrac- 


Paperwork Simplification 


Dependable working papers help keep production humming. 


FOUR SYSTEMS of records . . . handwritten on Standard 
Registers in the plant of a Texas aircraft corporation . . . 
operate to insure that all parts and materials fabricated or 
purchased for scheduled assembly—are ready when needed. 
These basic tools of management are aciging put added fight- 
ing power in the Korean air—see PS, 23. 


Paperwork Simplification is being directed today to helping 
our customers get the most out of present systems. Representa- 
tives, analysts, form designers, servicemen are re-examining 
Standard Register systems . . . in the light of new conditions 
... against these prime objectives: 


A. Develop the best procedure—to provide needed facts on 
time to all concerned, with minimum clerical work, 


B. Simplify the writing method—to get more out of present 
business machines, save manpower . . . by means of aux- 
iliary devices, form handling equipment, etc. 


€. Design the most efficient form. A Material Requisition, for 
instance (above case) doubles as a Purchase Requisition 
for parts not in stock. 


* “PS.” ideas and information are available to all. Write for 
copies of Paperwork Simplification (PS.) free. The Standard 
Register Company, 4308 Campbell St., Dayton 1, Ohio. 
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Cut shut- 
downs due 
to absentee- 
ism, improves 
efficiency...bet- 
ter employee re- 
lationships, — im- 
portant reasons for 
installing Fedders 
Water Coolers. Bottle, 
bubbler, air and water 
cooled and explosion- 
proof models. Hermetic- 
ally sealed and lubricated 
for life.. Foot pedal oper- 
ation. Five-Year Protec- 

tion Plan. Write for data. 
Dept. OM-15. 


FEDDERS-QUIGAN 


Corporation 


57 TONAWANDA ST., BUFFALO 7, N. Y. 


LEADING MANUFACTURERS OF WATER 
COOLERS FOR 20 YEARS 


18 


The Alexander Smith, Inc. Building, White Plains, N. Y. It will be ready for occupancy 
about Otober, 1952 


tual basis: (a) the writing and editing 
of texts for publications known as in- 
struction manuals and parts catalogs, 
stocking catalogs, technical sales ma- 
terials, wall charts and other refer- 
ence and _ instruction books; (b) 
the preparation of all types of technical 
illustrations; (c) the preparation of 
technical training and documentary 
films; and (d) the identification and 
classification of materials and the tab- 
ulation and compilation of resulting 
data for inventory control, stocking, 
and allowance lists. 

Officers elected are Christian E. 
Burckel, Burckel & Associates, Yon- 
kers, N. Y., president; George Cush- 
ing, Cushing & Nevell, New York, 
vice-president; and Bruce Leech, Her- 
bert C. Leech Technical Publications, 
New York, treasurer. These and 
Charles H. McLaughlin, McLaughlin 
Research Corp., New York, constitute 
the board of directors. F. R. Gruger, 
Jr., is secretary of the Association. 

Among the objectives of the TPA 
are “to engage in research and to an- 
alyze the practice of technical publish- 
ing to improve its standards and tech- 
niques; to foster training and educa- 
tion of persons preparing to enter the 
technical publishing profession and to 
cooperate with educational institutions; 
to promote recognition of the profession 
‘as an essential service to industry and 
government’; to conduct research and 
consider ‘intra-professional problems’; 
to cooperate with industry and govern- 
ment in developing standardization 
and simplification of specifications to 
enable members to offer more econom- 
ical, expeditious and intelligent serv- 
ices; and to assist in developing fair 
bidding and purchasing practices and 
sound employment policies.” 


SUBURBAN NEW YORK 
BUILDING GROWS 
The increasing trend of large com- 
panies to move and build outside New 
York City proper continues as another 


organization, Alexander Smith, Inc., 


producers of carpets, floor coverings, 
and allied products, is constructing an 
office building in White Plains, some 
twenty miles away from Manhattan. 

A major producer of carpets and 
rugs since its formation in 1845, the 
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company purchased the Sloane-Blabon 
Corp., manufacturer of linoleum and 
other hardsurface products, in 1945. 
This acquisition as a subsidiary is the 
first in a number of steps toward diver- 
sification in the company’s operations. 
Last November the Alexander Smith 
Products Company was formed as a 
special division to develop and market 
products and processes other than floor 
coverings. The division is currently 
handling the licensing of other com- 
panies to use Smith’s textile processes, 
Textralizing and Harristrip. 

Having recently realigned the com- 
pany’s operations on a division basis, 
thus necessitating greatly expanded 
office space, the company purchased 
a tract of land in White Plains, one 
adjacent to the North White Plains 
railroad station. The building, which 
is scheduled for occupancy in the 
spring of 1952, will house the top man- 
agement of Alexander Smith, Inc., and 
its operating divisions, together with 
the various staff functions which serve 
any or all of the company’s activities, 
says Richard P. Axten, director of 
public relations. 

The building is to be a low, garden- 
type and will be constructed of brick. 
In addition to the necessary offices, a 
cafeteria will be provided. Plans also 
call for parking facilities which will 
accommodate about seventy-five cars, 
Mr. Axten points out. 

The White Plains site was selected 
for several reasons. In addition to con- 
venient train service to and from New 
York City, air transportation is avail- 
able at nearby Westchester County 
Airport, where the company maintains 
two planes. As a central headquarters, 
White Plains is sufficiently close to the 
company’s principal plants (and pre- 
sent offices) in Yonkers, N. Y., as well 
as those in Trenton, N. J., and Phila- 
delphia. 

At the same time, the new location 
will remove top management from “too 
close association with any one opera- 
tion.” In this way, it is expected that 
top management will be able to “see 
the company’s various operations in 
proper prospective, while at the same 
time give personnel in charge of manu- 
facturing, sales, and distribution points 
throughout the country an opportun- 
ity to conduct their own operations.” 
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1951 BUSINESS SHOW EXPECTS 
RECORD-BREAKING 
ATTENDANCE 


While well over 100,000 people’ at- 
tended last ‘year’s National Business 
Show, curfent estimates foresee an at- 
tendance of nearly 145,000 at the com- 
ing Show which will be held in Grand 
Central Palace, New York, October 
22nd-27th, says Rudolph Lang, 33 West 
42nd St., New York, managing direc- 
tor of the Show. 

According to sample surveys taken 
last year, more than 81% of the at- 
tendance were buyers or users of of- 
fice machines, equipment, and supplies. 
The increased attendance foreseen this 
year will be attributable to an even 
greater volume of paper work per dol- 
lar sales than during World War II. 
Where there was once a ratio of ten 
factory work stations to one office 
work station, there is now a ratio of 
ten to four, Show officials say. The in- 
creased number of office workers to 
factory workers has been, it seems, 
brought about by a widely varying set 
of circumstances, not the least of 
which is the number of governmental 
forms, directives, and reports that must 
be completed. 

The impact of this and other in- 
creased paper work is well attested to 
by the various associations cooperating 
with the National Business Show such 
as the Systems & Procedures Associa- 
tion of America, Records Management 
Association, National Association of 
Cost Accountants, National Associa- 
tion of Manufacturers, and many 
others. 

Early recognition of the essentiality 
of office workers’ equipment was read- 
ily given last year when the Office Ex- 
ecutives Association forwarded a reso- 
lution to the National Production Au- 
thority pointing out the extremely 
vital role it played not only in the 
nation’s economy but also the defense 
program as well. 

Mr. Lang reports that practically 
every interested branch of the govern- 
ment has favorably acknowledged the 
Otfice Executives Association resolu- 
tion. As a direct result of this resolu- 
tion, he adds, there should be little 
distress in supplies for any well-in- 
tegrated manufacturer in the office 
equipment field. 

“As an industry,” Mr. Lang adds, 
“everyone concerned may well find al- 
most limitless opportunity this year to 
serve both industry and the nation’s 
defense objectives.” 


BUSINESS SCHOOLS 
CRITICIZED 

The Controllers Institute, 1 East 
42nd St., New York, through its Na- 
tional Education Committee, is making 
eight general recommendations to col- 
legiate schools of business, directed 
toward the alignment of. curricula with 
current business needs. These. sugges- 
tions are being mailed from the Insti- 
tute’s headquarters to the deans of 
more than 200 collegiate schools of 
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The LITHOSTRIP WAY 1-2-3! Type, tear off, 


zip out carbons as a unit! 


PHOTOGRAPHED 
IN TRACER LIGHT 


The OLD WAY to produce | set of forms: 
(1) Collate (2) interleave with carbons (3) Jog 
- (pe Sheets (4) Insert (5) Align (6) Turn roller (7) Type 
a (8) Remove forms (9) Deleave carbons. 
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3 moves instead of 9... proved by the photographer’s 
new art of exposing the paths of motion... under 
actual working conditions. 


American LITHOSTRIP Continuous Forms wipe out 
useless time and work in record-keeping . . . eliminate 
six wasteful moves! Distribution and control are 
simplified and speeded. A SINGLE typing produces 
records for all departments... fast! 


Get your copy of this new 
brochure showing business 
forms TIME AND MOTION 
STUDY IN LIGHTS, FREE! 


AMERICAN LITHOFOLD CORP, | 


500 Bittner Street + St. Louis 15, Missouri 


Without obligation, SEND ME the revealing TIME AND MOTION 
STUDY showing how we can save important time, work and money 
with LITHOSTRIP “PLANNED” BUSINESS FORMS. 
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finger-tip GATHERING TRAYS 
—NEWEST COLLATING AID! 


They save time in set- 
ting up the work... save work- 
ing space . . . save steps and 
fatigue. All the pages being 
gathered are within easy 
reach, and at natural arm 
level. 


They nest into a space 9!/, x 
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Fast and economical, 

this portable “printing 
plant” makes perfect 
advertising announcement 
cards —also prints on 
cartons, envelopes, 

labels, price cards, ruled 
forms, etc. at amazing 
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IT QUICK! | 


tion and eliminates 
off-set and smudging. 
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set-up time, gets mail out 
to your lists promptly at 
unbelievable low cost of 6c 
per 1,000 names. Addresses 
tags, cards, labels, envelopes 
of any size in a single, swift 
one-hand motion. Mailing 
lists easily prepared on 
paper tape by typewriter 
or pencil...uses no messy 
inks, ribbons or plates. 


PRINTER 
1095 Complete with Supplies 


Packed in handy storage cove 


MAIL COUPON TO ADDRESS BELOW 
(Send literature and name of nearest dealer. 
fo} Ship 1 Model 60 PRINTER postpaid at $10.95 

Ship! Model lOOADDRESSER postpaid at$10.95 
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If unavailable at your Station- 
ery or Office Supply Dealer— 
mail coupon today. Satisfactior 

guaranteed or money back. 
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business, and also to the chairmen of 
the educational committees of the or- 
ganization’s forty-six local chapters or 
controls. 

The recommendations are based on 
a “substantial cross-section of opinion 
among controllers,” obtained through 
interview and correspondence by the 
National Education Committee and 
the national staff of the Institute. 

After pointing out that “most of the 
schools of business are furnishing us 
with far better prepared employees 
than were available from most educa- 
tional institutions ten, twenty, or thirty 
years ago,” the Committee names in- 
ability to communicate properly as the 
“oreatest lack we note among students 
from the schools of business.” The re- 
port continues, “No matter how well 
trained and competent a student may 
be with figures and accounting con- 
cepts, his value to us will be severely 
limited unless he can tell—in speaking 
and writing—what he did, why he did 
it, and what the significance of the 
findings may be. We would like to see 
more emphasis in that direction.” 


COMPREHENSION LACKING 


Most students lack comprehension 
of the purpose and problems of plan- 
ning and control in business, the In- 
stitute’s summary advises. “This in- 
cludes long and short term budgeting, 
cash forecasting, and the controls 
necessary to keep actual operations 
in line. We suspect that some courses 
have not been kept up to date in light 
of current management practices, or 
are too condensed to cover the subject 
adequately. 

“Economics and business forecast- 
ing are growing in importance in man- 
agement planning and control. We rec- 
ommend either separate lectures or a 
brief course on forecasting; or in lieu 
thereof, some modification of the 
course in budgeting and a shift of em- 
phasis in economic courses to make 
clearer to the student the application 
of economic principles in this phase 
of management planning and control. 
Too many books on budgeting skip 
lightly over the forecasting of income 
and spend the major emphasis on the 
budgeting of expenses. 

“Too many students coming into our 
employ declare they have had courses 
in cost accounting, yet seem to have 
little appreciation of the reasons for 
developing and maintaining standard 
costs and ‘actual’ costs, and how these 
data are used in management decisions. 
We suggest a wider use of case histor- 
ies demonstrating these problems.” 

The Committee further recommends 
that the schools and their curricula 
distinguish between the auditing tech- 
niques needed by the public accountant 
and those especially oriented for cor- 
porate needs, possibly by having two 
advanced courses—one on public ac- 
counting and one on internal auditing. 

Another need, the report indicates, 
is for a specific course devoted to the 
functions of the controller, his method 
of operating, and the types of problems 
with which he deals. The course should 
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You Get Things Done 
Quicker, Easier With 
Graphic Visual Control 


mt 


wi 
a 
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BH 


% Gives Graphic Picture of Your Oper- 
ations—Spotlighted by Color 

%& Facts at a Glance—Saves Time, Saves 
Money, Prevents Errors 

%& Simple to Operate. Type or write on 
Cards, Snap in Grooves. 

%& Ideal for Production, Traffic, Inventory, 
Sales, Scheduling, Etc. 

%& Made of Metal. Compact and Attrac- 
tive. Over 20,000 in Use 


Complete price $49-59 including cards 


24-Page BOOKLET NO. M-100 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street New York 18 


S am a Direct Mal 
a - 


50% of all executives see me*. 


42% are influenced by me in reading 
my contents*. 

You can increase materially the reading 
of your direct mail by attractive and un- 
usual envelopes designed by Sheppard. 


FENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


* TIDE The Newsmogozine for Advertising 
Executives 
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be named, the Committee suggests, 
“Administrative Accounting and Con- 
trol.” 

Time now spent on specialized as- 
pects of accounting required for 
C. P. A. examinations, but not needed 
by students entering corporate em- 
ployment, should be used instead on 
“broad courses or humanities,” the re- 
port concludes, after advocating giving 
the students the “inside” on company 
operation through such devices as 
plant tours and college-industry co- 
operative training. 

The Institute’s Committee, whose 
study of curricula was undertaken at 
the informal suggestion of the Amer- 
ican Accounting Association, is head- 
ed by James H. Eteson, controller of 
the State Mutual Life Assurance Co., 
Worcester, Mass. Henry C. Perry, 
treasurer of the Heywood-Wiakefield 
Co., Gardner, Mass., is vice-chairman 
of the Committee. 


CATALOGS 


John Wiley & Sons, Inc., 440 Fourth 
Ave., New York, a house devoted al- 
most entirely to the publication of 
books on business, economics, and re- 
lated subjects, has available its 1951 
catalog which lists more than 1,200 
inprint titles. 

Listed alphabetically under subject 
headings, all books available are de- 
scribed exceptionally well. In addition 
to the title, author, page content, size, 
and price of each book being given, the 
catalog also features a brief summary 
of them, as well as a list of chapter or 
subject titles. 

The Dynalite line of industrial fluo- 
rescent units is described in catalog 
No. 438, just issued by the Mitchell 
Mfg. Co., 2525 North Clyburn, Chi- 


cago. 


Cancer is curable if discovered early and treated properly 
AMERICAN CANCER SOCIETY, INC. 
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\. 

TODAY’S 

BUSINESS 
has ) 


no TIME to 


Speed is the essence of production 
and commerce! Detours caused by 
manpower shortages and bottlenecks 
must be avoided! Interdepartmental 
Communications—orders, exchange of 
ideas, confidential instructions — all 
must be fast, direct, without needless. 
time-wasting detours. 


Kellogg SELECT-O-PHONE answers 
every requirement. Automatic, need- 
ing no operator and independent of 
your outside switchboard, SELECT-O- 
PHONE handles inside telephone traf- 
fic, greatly augments your city phone, 
knits your organization into a closer, 
smoother-running, more efficient unit. 


~ 


Write Today for Complete Information 


Get the facts! You owe it to yourself and 
your business to find out all about SELECT-O- 
PHONE. Write Dept. 17H, SELECT-O-PHONE 
Division, Kellogg Switchboard and Supply 
Co., 6650 S. Cicero Ave., Chicago 38, Ill. 


Selects O-Phone 


THE /NS/OE VOICE OF BUSINESS 


KELLOGG 
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If you are using the conven- 
tional carbon jacket, you must 
be aware of these three main 
eee ey disadvantages: iets aes Wer WW ay 


; i—Time is lost placing the carbon 
A jacket between desired columns. 


er’ 2—Frequent use of same carbon area 
causes rapid wear resulting in ununi- 
form and blurred impressions. 


, a Z ae? 3—Operator cannot see entries. 
. 
oe 
ee, SEE-THRU Journals are priced favorably 


compared to methods you are now using 
QUOTATIONS AND SAMPLES UPON REQUEST 


Write or call for further information regarding the SEE-THRU 
Journal or any other type of accounting machine forms that you use. 


# systQmatic "2 


we ' ACCOUNTING MACHINE FORMS @ CARBON INTERLEAVED FORMS 
a PEGBOARD FORMS AND‘SYSTEMS @ POSTING TRAYS AND DEVICES 


The Accounting 


A 


Machine Form 
that Produces 


eo. 


ENTRIES 


Sensational Time Saver. 
Multiplies Operating 
Efficiency. 


Because all entries are always clearly 
in sight, the SEE-THRU Journal saves 
the considerable time ordinarily lost 
in removing journal from the machine 
for such purposes as: Examining previ- 
ous postings; finding the place where 
the operator left off when resuming 
work after interruptions; Reading 
totals, sub-totals or trial balances. 


Figures are dark, distinct and of uni- 
form intensity. 


Since cumulative totals on Journals 
are frequently desired, this carbon 
offers the facility of conveniently 
picking up prior balances. 


Of greater importance is the facility 
offered by this carbon to make ad- 
justments and corrections to insure 
that they not only have been made 
correctly but are in the proper col- 
umn of the Journal Sheet. 


The tissue can be used as a duplicate 
copy. 


Eliminates the expense, and at times 
messy, method of using carbon stripes 
on the reverse side of checks or pay 
statements. 


Carbons come to you glued at top or 
bottom edge of journal sheet. 


*Trade Mark 
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EDITORIAL 


On matching desk to executive 


August, 1951 


READERS WILL NOTE, in an article beginning on page 29 of this issue, that 
one of the two first standards for things of the office, developed recently by the 
American Standards Association, has to do with the dimensions of office desks. 
Here is another tribute to the vital importance of this special piece of furniture, 
over and above the practical purpose of the standard in permitting more uni- 
formity in furniture arrangement while still allowing variation for functional 
requirements or special needs. 

The desk is the office, to get down to essentials! The desk, and of course the 
man or woman to go with it. Who needs to have this point proved? 

The new standard is a good thing, no doubt, but one worries over how far 
desk standardization may go, now that a bargaining has been made on it. Desks 
must retain some individuality, in concession to the fact that the persons using 
them are individuals. And the range of individuality in the desk, we feel, should 
increase as one rises in the office hierachy. Simple research will show that man- 
agement functions most efhciently when executives and their desks are skillfully 
matched. 

One man’s desk may easily be another man’s poison. How neglected this 
whole matter has been in the biographies of the successes and the failures in 
the whole field of management—business, political, military! A desk fitted to 
special requirements, attuned to mental and emotional keynotes, has nourished 
more greatness than even the great will admit. 

Today the throne has given way to the desk as the symbol of managerial 
power and direction, and kings are far more likely to be photographed or 
painted sitting at their desks than on a carved chair under a canopy. Thrones 
were always so inflexible, so uncomfortable, so little inspiring to the thoughtful 
and venturesome! They were standardized too early, and too much. 
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United Nations Secretariat offices, New York. Right: In office of Trygvie Lie 
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MENTION 
Above: Offices of 
Farm Bureau In- 
surance Compa- 
nies, Columbus 


Left: Dun & 
Bradstreet offices, 


New York 
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Win the 1951 


THE OFFICES of the United Nations Secretariat in 
New York and of the Foote, Cone & Belding adver- 
tising agency in Chicago are the winners of the 1951 
“Office of the Year” Awards, in the nationwide poll of 
architects, management engineers, and decorators con- 
ducted by Orrice MANAGEMENT AND EQUIPMENT to 
determine which are the country’s outstanding new 
offices, from the standpoint of design, layout, and 
equipment, completed in the twelve months ending 
June goth. 


For the purpose of the Awards, offices are divided 
into two classes—those employing more than 500 
persons and those employing less than that number. 
The United Nations Secretariat offices will receive the 
bronze plaque symbolic of the Award in the larger 
office classification; the Foote, Cone & Belding offices 
the Award in the smaller office classification. 


The offices of the Farm Bureau Insurance Com- 
panies in Columbus, Ohio, and of Dun & Bradstreet, 
Inc., in New York, were the runners-up in the larger 
office classification, with the offices of Northwestern 
Mutual Fire Association in Los Angeles and of the 
First National Bank and Trust Co. of Tulsa, in Tulsa, 
Okla., as runners-up among the smaller offices. These 
four offices will each receive an Award Certificate of 
Honorable Mention. 


Presentation of the Award plaques and Certificates 
of Honorable Mention will be made at a luncheon to 
be given at the Waldorf Astoria in New York, during 
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and Foote, Cone & Belding Offices 


At the offices of Foote, Cone & Belding in Chicago 


“OFFICE of the YEAR” Awards 


National Business Show Week. At this luncheon the 
designers of the winning offices will also be honored 
for their achievement. 

Architects of the two offices winning top honors in 
the poll were Harrison & Abramovitz, New York, for 
the United Nations Secretariat offices, and Friedman, 
Alschuler & Sincere, of Chicago, for the Foote, Cone & 
Belding offices. Harper Richards, Chicago, industrial 
designer, planned the latter offices. 

Benham, Richards & Armstrong, of Columbus, were 
the architects for the Farm Bureau Insurance Com- 
panies’ offices; Reinhard, Hofmeister & Walquist, 
New York, for the Dun & Bradstreet offices; Richard 
J. Neutra, Los Angeles, for the Northwestern Mutual 
Fire Association offices; and Carson & Lundin, New 
York, for the offices of the First National Bank of 
Tulsa. 

The poll of opinion on which the 1951 Awards are 
based was taken by this magazine among members of 
the American Institute of Architects, the Association 
of Consulting Management Engineers, and the Amer- 
ican Institute of Decorators known to be particularly 
interested in the office field. The 1950 poll was di- 
rected to architects and engineers only; this year’s poll 
was broadened to include the decorators as well, in 
recognition of the highly important part they have in 
the creation of the modern office. 

Detailed descriptions and pictures of the winning 
offices will be featured in October OFFICE MANAGE- 
MENT AND EQUIPMENT. 
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Coffee wagon arrives in one of Mutual Life’s offices 


“MORNING COFFEE” problem 


By ROBERT F. FINEGAN 


IT WAS HER FIRST DAY on the job at Mutual 
Life Insurance Co. of New York and she felt a little 
difident about asking such an unbusinesslike ques- 
tion. But she asked it anyway. 

“When do we get out for coffee?’ she whispered to 
her neighbor at the next desk. 

That girl goggled disbelievingly, but suddenly re- 
membered that the pretty little blonde was new. 

“Why, we don’t have to,” she chuckled, “They 
serve us coffee and pastry right here at our desks.” 

Sarcasm? The newcomer blushed a bright red. But 
before she could open her mouth for an appropriately 
biting retort she was startled—and pleased—to see a 
line of uniformed waitresses entering the office area, 
each one pushing a well-stocked aluminum coffee cart. 

Before the welcome morning break for refreshment 
was over, waitresses from a Schrafft’s restaurant near- 
by had, to the strains of music by Muzak, served fifty 
gallons of coffee, eleven pounds of sugar, sixteen gal- 
lons of milk, and 100 pieces of pastry to 2,000 Mutual 
Life employees. It took eight coffee carts, ten wait- 
resses, and two porters to accomplish the task. 

Mutual Life figures that it has saved about $130,000 
per annum in labor costs by this far-sighted recogni- 
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tion of office people’s determination to have a “second 
breakfast.” 

It all began on May 8th last year, one week after 
Mutual Life had moved into its new home office, at 
1740 Broadway. (Offices which incidentally won hon- 
orable mention in OFFICE MANAGEMENT & EgQuipP- 
MENT’S 1950 “Office of the Year” Awards). Personnel 
directors and other bosses had been going around talk- 
ing to themselves and rolling their eyes as they strug- 
gled with the problem of what to do about 800 vacant 
desks every morning, each one representing 15 lost 
minutes. 

Then Schrafft’s Restaurants came to the rescue, and 
the trial of a new idea got under way. 

It proved to be an unqualified success. A consider- 
able saving in time (about 12,000 working minutes a 
day) and, consequently, money was attained. A greater 
feeling of friendliness toward management was 
created. Office tensions were relaxed, and productivity 
climbed to a new high. Coffee and snacks on the 
premises had arrived in a big way! 

When the first anniversary of Operation Coffee 
Klatsch arrived this spring, Schrafft’s, which provides 
the desk-side coffee service at regular prices, was as 
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Employees line up for “coffee and” 


happily solved in this big office 


“Operation Coffee Klatsch” moves into full gear as girls in 


offices throughout the building relax over “second breakfast” 
at their desks. Idea saves $130,000 a year in labor costs 
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pleased with the deal as both Mutual Life and its 
personnel. To show the extent of its pleasure, the 
restaurant baked a yard-high, four-deck, super-duper 
cake for the occasion. 

Every work day, hundreds of thousands of employees 
in offices across the nation stream into restaurants and 
drug stores for “second breakfasts.” The resulting time 


{i 
and cash loss to their employers adds up to a terrify- 
ing figure each year. 

When this magazine looked into the coffee-time 
problem several years ago, many office executives 


through the nation were strongly opposed to the “cof- 
fee break” on any terms but admitted they did not 


me _- 


know what to do about the situation. Some pretended 
to ignore the problem, on the theory that they were 
confronted with a passing vogue rather than an Amer- 
ican custom that is becoming as solidly entrenched as 
Britain’s afternoon tea. 

Mutual Life’s arrangement seems a happy com- 
promise between the two extremes of ignoring the 


Louis W. Dawson, 
left, president of the 
Mutual Life Insur- 
ance Company of 
New York, accepts 
slice of birthday 
eake from Francis 
Raethle, director of 
sales for the F. G. 
Shattuck Co. 
(Schrafft’s  Restau- 
rants), commemo- 
rating the first anni- 
versary of “Opera- 
tion Coffee Klatsch” 


problem altogether or forbidding coffee time during 
working hours. 

This insurance company’s solution would certainly 
seem to prove that, after all, there’s no problem which 
can’t be settled over a cup of coffee—even when the 
cup of coffee itself is the problem! 


It’s goodbye time-clock at Parker Pen 


PERMITTING EMPLOYEES to record their hours 
worked without benefit of a time clock can be doubly 
profitable, the Parker Pen Co., of Janesville, Wis., 
finds. This company has completed a swing-over to a 
new personalized method of keeping tabs on working 
time. 

Parker had thought a long time about this move, 
then experimented, at first in its offices and later in 
the plant, and has come to the conclusion that elimina- 
tion of clock-punching actually saves working time 
and improves employee morale. 

Employees who used to leave their work stations 
early and run to line up before the time clock, the 
company explains, now stay at their work until quit- 
ting time, and feel a lot better about the system. And, 
moreover, they do a conscientious job of being their 
own bookkeepers. 

It all started back in 1948 when the Parker com- 
pany decided to let a small group of office workers 
skip punching the clock. Results were highly satis- 
factory and, in 1949, the privilege was extended to all 
office employees. The latter simply keep their time 
cards at their desks, mark their hours in and out, and 
submit them to their supervisors for approval before 
pay day. 
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This move is described as a step forward in the field 
of employee relations by Willis Rabbe, vice-president 
in charge of manufacturing for Parker. “For us,” he 
said recently, “there were good practical reasons and 
definite psychological benefits to be gained by elim- 
inating clock-punching queues. Mainly, employees 
save time and escape a minor emotional irritant.” 

Convinced of the advantages of this policy, the 
Parker company determined to test its feasibility in 
its plant. Starting in September, 1950, supervisors of 
smaller work groups were no longer required to use 
the clocks. This was to learn whether an acceptable 
performance could be expected from the use of hand- 
written time cards. It also gave supervisors experience 
in administering such a plan. 

Later, the plan was tried in two small plant depart- 
ments. The idea was thus proved successful on an ac- 
tual working basis and was enthusiastically welcomed 
by the workers. Shortly after that, the system was put 
into effect throughout the entire plant. 

Mr. Rabbe said he was not qualified to say whether 
the idea would catch on in other areas but he main- 
tained that others could find definite benefits in any 
action that dignifies the stature of the worker without 
loss in productivity. 
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First two standards set for 


office equipment field 


THE FIRST TWO American Standards in the 
office equipment and supply field have just been an- 
nounced by the American Standards Association, New 
York. One is for dimensions of office desks and tables; 
the other, for size designations of index cards and 
record-keeping cards. 

The first American Standard to coordinate and 
simplify the sizes of desks and tables used in the 
thousands of business offices all over the United 
States, the new American Standard Dimensions of 
Desks and Tables for General Office Use, provides a 
range of over-all dimensions for metal and wood desks 
and tables commonly used in the modern business 
office. However, the larger executive desks—over 60 
inches in width—are not covered. 

The standard provides for five widths and two 
depths for metal desks, and six widths and two depths 
for wooden desks. This is expected to be a_ great 
aid to office managers in reducing the number and 
variety of equipment used and simplifying ordering 
and reordering of merchandise. It also is expected to 
promote a more flexible furniture arrangement in an 


the purpose of this standard, the following definitions are 
used: 

General Office Desks and Tables are limited to desks and tables 
of 60-in. width and less and do not include the larger executive 


izes. 

Single-Pedestal Desks have drawer or compartment arrangement 
at only one side of the user's position. 

Double-Pedestal Desks have drawer or compartment arrangements 
at both sides of the user's position. 

Width is the long dimension measured from edge to edge of the 


office, encouraging and facilitating interchange of 
personnel and equipment. 

The standard defines such terms as general office 
desks and tables; single-pedestal desks; double-pedestal 
desks; width; depth; front; height; right and left des- 
ignations. 

Height is defined as the distance of the extreme 
upper working surface of the desk or table top from 
the floor. The standard provides that this height is 
to be either 29 inches or 30% inches if fixed, or 
adjustable between these levels. A tolerance of plus 
or minus 4 inch is permitted on both the height 
and over-all top dimensions. 

A committee sponsored by the National Office 
Management Association under the procedure of the 
American Standards Association developed this stand- 
ard. Copies of the American Standard Dimensions of 
Desks and Tables for General Office Use, X2.1.1-1951, 
may be obtained from the American Standards Asso- 
ciation, 70 East 45th Street, New York, at 25 cents 
per copy. 

(To page 60) 


desk or table top. 

Depth is the short dimension measured from front to back edges 
of the desk or table top. 

Height is the distance of the extreme upper working surface of 
the desk top or table top from the floor. 

Front of the desk is that part at which the user normally sits. 

Right and Left Designations. The right portion or pedestal of 
the desk or table is that part to the right of the user seated at the 
front of the desk or table, the left is that part to the left of the 
user. 


Over-All Top Dimensions (Inches) 
General 
Classification Metal Wood 
Width Depth Width Depth 

50 30 50 32 
Double 55 30 52 32 
Pedestal 60 30 58 32 
60 34 60 34 
‘ 40 30 42 32 
— 45 30 44 32 

Pedestal 45* 34* 
45 30 42 32 
50 30 44 32 
Tables 55 30 50 32 
60 30 52 32 
60 34 58 32 
60 34 

*Flat top or fixed bed metal typewriter desks only. 
August, 1951 OFFICE MANAGEMENT AND EQUIPMENT 29 
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YOU HAVE BEEN DESIGNATED as office manager 
for your respective offices. 

This is an extremely important position, not only 
in your particular office, but in our entire organiza- 
tion. The responsibilities of the position will be many. 
Let us for the moment consider the most important 
responsibility you will have as office manager. To any 
organization its personnel is its most valuable asset 
and in our organization this is definitely so. Also, our 
personnel is our greatest expense. Consequently, the 
proper consideration of our personnel becomes the 
first and greatest task of any office manager. 

It must be appreciated that each individual em- 
ployee is a problem which must be handled individ- 
ually. As you know, every one in this country has a 
right to his own opinion. If a person is to use his 
brains, he is bound to think differently from other 
individuals. Each employee must be studied to note 
his or her reaction to any given situation that arises. 
Some, you will find, are born leaders; others have 
mechanical minds; some are theorists; others practical. 
It is folly to expect a born leader to spend his or her 
life adding up a column of figures, just as it is equally 
folly to expect a person with a mechanical mind to 
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“You just relax and enjoy your vacation while you can, old boy— 
when you come back I’ll have some rather startling news for you! 


Now that you are office manager... 


By CLARENCE G. SCHLOTZ 


Supply Comptroller 
Employers Group Insurance Companies, Boston 


Excerpted from an orientation talk to new office managers of these companies 


be a real executive. You, as office manager, shall have 


the responsibility to see that every employee is as- 


signed to the task to which he or she can best perform. 
Every employee costs us money. It is up to us to see 
that we receive the proper return on our investment 
and we certainly cannot expect the proper return if 
we do not manage correctly. There is no room in our 
organization for a Simon Legree. Neither is there 
room for a Broadway playboy. In other words, it is 
necessary that those who occupy the important posi- 
tion of office manager be business-like and moderate. 
Today, employees will resent—in fact, they will 
rebel against—unfair or unreasonable demands from 
supervisors, office managers, and others who are their 
superiors. If the orders are not clear, reasonable, busi- 
ness-like, and necessary, there is trouble ahead. On the 
other hand, you will find that practically all employ- 
ees have a distinct desire to be of assistance to their 
superiors if given a chance. Every person has an ego 
and even the office boy wants to feel important. This 
Jatent ambition can be aroused and is being aroused 
in large organizations by an understanding attitude 
on the part of department heads and supervisors. 
(To page 56) 
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Mills partitions come down to make two offices into one 


Trends in movable office partitions 


By ALVIN M. HATTAL 


WITH OFFICE CONSTRUCTION curtailed by the 
growing shortage of steel and other defense-needed 
materials, more and more companies are thinking of 
partitions as the solution to their space problems. 
Movable partitions, particularly, seem to offer many 
advantages. Not only do they make maximum use 
of what space there is available, but, in view of 
uncertain business conditions directly ahead, their 
easy installation or removal are most attractive to a 
firm unsure which departments it will be expanding 
or consolidating during the next year or so. 
Optimistic partition manufacturers feel that the 
government will eventually recognize the great prac- 
tical value of their products as temporary substitutes 
for new construction at this time and allow them 
adequate materials for their manufacture. Others, 
however, have announced that shortage of raw mate- 
rials has already forced their temporary withdrawal 
from the field. Qne manufacturer states that he is 
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already finding it “extremely difficult to handle our 
present inquiries on partitions”; but another reveals 
that it now has a movable partition “in an advanced 
stage of development and hopes to introduce it during 
1952.” 

To augment their present space, some companies 
are remodeling unoccupied warehouses, lofts, garrets 
—even poolrooms. To cite one case: the Association 
of Westinghouse Salaried Employees, in need of space 
for offices, an auditorium to hold meetings and 
show motion pictures, store rooms, janitors’ room, 
toilets, and a dark room to develop and print its 
movie films, found approximately 3,200 square feet 
of space on the second floor of the building across 
the street from the Westinghouse plant in East Pitts- 
burgh, Pa. The area had been occupied by a pool- 
room. It was dingy and generally disreputable in 
appearance. % 

The association’s contractor took the problem: to 
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New Hauserman partitions made of Korweld, non-metallic composition board 


the E. F. Hauserman Co., Cleveland, one of the coun- 
try’s largest manufacturers of movable steel interiors 
for buildings. 

Before tackling the job, Hauserman helped draw 
up a checklist of factors to consider in making the 
layout. The checklist, which follows, is one which 


Movable Hauserman partitions look permanent in new 


4 


many companies may find basic to their own office 
problems: 

“1. Functional relations between departments, in- 
dividuals, and outside persons such as suppliers, cus- 
tomers, and service. Determination of these relations 
depends upon the use of an organization chart, dia- 


Westinghouse Salaried Employees Association offices 
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Folding partition by New Castle Products gives executive immediate privacy when needed, enlarges office other times 


gram of work flow or office procedure, and an ‘ideal’ 
schematic arrangement. 

“a. Area requirements of departments, private 
offices, coat rooms, stock rooms, rest rooms, and other 
areas. These allotments of space in many instances 
depend upon whether secretaries share offices with 
executives, and an inventory of furniture needed in 
the office operation. 

“3. Comparison of total space required with that 
available. 

“4. Preliminary block assignment of space in the 
plan, giving priority to outside light for private offices 
and for those persons performing more difficult visual 
tasks. 

“5. Refinement of block plan. This can be done 
by drawing in or arranging templates of actual desks, 
tables, files, chairs, and other furniture, using clear- 
ances and minimum room sizes calculated for differ- 
ent operations. 

“6. Safety factors. These include the number and 
location of exits, and the freedom of passage to exits. 

“”. Lighting and ventilation. 

“8. Isolation of noisy departments. 

“g. Physical requirements of railings and partition 
runs. 

“10. Location of telephones, buzzers, intercoms, 
desk light, convenience outlets, clocks, and other 
services.” 

In this instance, executive offices in the front of 
the building were partitioned with the use of flush- 
type, all-steel partitions of ceiling height. These are 
3 inches thick, made of 20-gage steel, and packed with 
rock wool. 
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The executive offices were separated from the 
remainder of the quarters by a hallway running the 
width of the building. Across this hallway is an open 
area enclosed by two runs and glazed railings, with 
flush-type steel handrail 4214 inches high and 2334- 
inch-high glass above. 

A soundproof room for the operation of office 
machines is situated at one end of the open area. 
This is constructed chiefly of flush-type partitions. 
Access lighting to this room is made possible by the 
installation of two partition steel panels with double 
glazing. 

The entrance to the association’s new quarters is 
enclosed by steel and glass panels and glazed doors. 

Suspended from above are 3,242 square feet of 
acoustic pan ceiling, made of 20-gage perforated steel 
and packed with rock wool. Inserted in the ceiling 
are fluorescent fixtures that afford an even distribu- 
tion of light throughout the auditorium and the 
open office areas. 

Both the ceiling and the partitions permit com- 
plete movability. Movement of partitions in such an 
office layout can be accomplished over a week end. 
The partition posts are snapped into floor fasten- 
ings held by small holes in the floor. The fastenings 
are easily removed and the holes in the floor patched. 
The posts permit intersection of units from two, 
three, or four directions meeting at a common center 
point. 

To provide against likely steel shortages, Hauser- 
man last month also introduced a new panel con- 
struction. Called Korweld, it is a non-metallic com- 
position board of absolute, permanent flatness which 
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Sliding panels (Upson Strong-Bilt) were 
used by Walter Dorwin Teague in redesigning 


At left: View of Upson Co offices before repartitioning 


is almost identical in appearance with Hauserman 
steel panels. 

Movable partitions made with Korweld are three 
inches thick. Facing panels, of reportedly extremely 
durable non-metallic material, are 3/16-inch thick. 
They are plastic-welded to a honeycomb of impreg- 
nated paper, with a process developed by the Cycle- 
weld Division of the Chrysler Corp. 

Steel will be used for posts, base, cornice, lay-in 
wiring facilities, accessories, supplied with the Kor- 
weld panels. The panels are said to withstand a 
pushing pressure of seventy pounds per square inch 
and an over-all pulling pressure of 500 pounds. 

The new panels, according to the manufacturer, 
are “sealed from within and without, eliminating the 
effects of moisture, which causes old-style composition 
materials to warp. In addition, all panel edges are 
covered with metal to prevent chipping or cracking. 
Covered with two coats of baked enamel, the parti- 
tions have a rich, slightly textured finish which gives 
a warm, modern appearance to office, factory, labora- 
tory, school, and similar interiors.” 

Other advantages claimed: mar-resistance and more 


Space of 100 x 200 feet was divided thus 
by bank screen type partitions from E. J. 
Boyle, Ine., New York. Department. teams 
were given adjacent but separate oflices 
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Demountable glazed partitions going into Libbey-Owens- 
Ford Glass Co. Toledo office without putty or stops 


soundproofness than that of traditional masonry 
materials. 

Partitiens installed by The Mills Co., of Cleveland, 
another of the big manufacturers in this field, trans- 
formed a three-story garage into a four-story office 
building for the Ohio Bell Telephone Co. In this 
structure, known as the Bolivar Building, in Cleve- 
land, movable walls were installed throughout all 
floors except in the elevator lobbies and the walls 
enclosing lavatories. Dropped acoustical ceilings were 
installed throughout. Since ceiling heights varied, a 


General Electric’s Boston 
office installed 3-inch-thick 
asbestos - packed panels 
with steel styles, pilasters, 
and caps supplied by Dri- 
wood Corp., Plainfield, N.J. 
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ated Pennsylvania Wire Glass Co. partitions in- 
stalled in lobby of Delaware County Hospital, Pennsylvania 


g-foot, 3-inch cornice-height partition was adapted as 
a standard, with varying-height filler boards used 
above cornice to ceiling. 

“Because of the time saved through the use of 
movable walls,” states Mills, “the telephone company 


was able to occupy the building weeks earlier than it 
could if conventional, so-called ‘permanent’ interior 
walls had been used.” 

Citing advantages over permanent walls, the manu- 
facturer states that its 3-inch movable wall is “more 
soundproof than a tile-and-plaster wall of twice that 
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seas, 


partitioning 
plus— 


Pictured on these pages are varia- 
tions of a comparatively new 
type of space-saving unit. While 
not basically a partition itself, it 
is designed to achieve much the 
sume result as the movable par- 
titions described in this article. 
Specifically, it is claimed that up 
to 25 or 30 per cent of space re- 
quired by conventional office fur- 
niture can be saved. The units 
do not attach to the floor or walls 
and can be shifted at will. 


AMONG THE FIRST to be introduced was the func- 
tional unit developed by E. |. du Pont de Nemours & 
Co. and licensed for manufacture to Korda Industries, 
New York; Arnot & Co., Inc., Baltimore, Md.; Art 
Metal Construction Co., Jamestown, N. Y.; Remington 
Rand, Inc., New York; and the Globe-Wernicke Co., 
Cincinnati, among ‘others. Basic element is an L- 
shaped desk with partition attached. A desk-high file 
is attached, or built in, and this provides additional 
work space within arm's reach. Shelves or other fea- 
tures have been added by the various manufacturers. 

The partitions, included as part of the unit to give 
each person a semi-private "office," can be omitted in 
some cases. Partitions are of glass, plywood, steel, 
and other materials. They range in height from about 
six to seven feet, can be extended to any length. 
One obvious advantage of the setup is that you can 
move entire “office’—partitions and all—simply by 
moving the desks. 
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The “"KORDAroom" unit (opposite page, center) made 
by Korda Industries, New York, can be disassembled 
and rearranged in less than a half-hour. Strategically 
placed pull-outs in desk and file extend working sur- 
face. Available in various standard dimensions and 
finishes; desk surfaces in linoleum, natural wood, 
Formica, etc. 


At top of the opposite page is one arrangement of 
the “Functional Office Group," made by Arnot & 
Co., Inc., Baltimore, Md. Available in wood or steel. 
Panels, held together by patented locking devices, 
come in 15-, 30-, 45-, or 60-inch running lengths. Desks 
can be had with or without typewriter wells. 


Art Metal Construction Co.'s "El Unit," above, is an 
L-shaped counter desk.o which a glass screen parti- 

_ tion of either 299/16 inches or 419/16 inches in 
height is attached to make an over-all height of 60 
inches and 72 inches, respectively. 


The Remington Rand, New York, version, top right, 
comes with a mar-resistant working surface of linole- 
um. A burnished alumi Iding runs completely 
around the top of the unit, which the manufacturer 
calls ‘Modular Furniture.’ The unit is 60" long on 
each sdie of L and has a desk-top width of 28!/2 
inches. Plate glass screens either 30 or 40 inches high 
are set into a meta! base and secured by metal posts. 


"Techniplan,” right center, by Globe-Wernicke Co., 
Cincinnati, is built around desk and center runners 
assembled with various standard sectional units for 
letter files, map and drawing cabinets, and card-index 
cases. Partition combinations are furnished in all wood 
or wood and glass in three heights. All sections have 
leveling adjustments to compensate for possible un- 
evenness of the floor. 


Two other models designed and manufactured dis- 
tinctly apart from the du Pont version show, respec- 
tively, both a maximum and a minimum of unit inte- 
gration. At bottom of the page opposite is complete 
two-unit office section made by G R Products, Inc., 
Grand Rapids, Mich. Designated as an executive 
model, one unit includes an L-shaped desk and an 
overhead book cabinet with sliding doors The other 
has a compartment for stenographers' supplies be- 
neath the desk top and an extension at right angles to 
hold a typewriter. Both desks are 60 inches on the 
long dimension and 28 inches wide. Tops are surfaced 
with Formica wood grain finishes in a choice of walnut, 
ribbon mahogany, or oak. Partitions are of acoustical 
panels topped with Corrulux Fibreglas or glass. 

More simple is the "Four-In-One Desk Unitizer," 
right, made by Kraus Co., Stevens Point, Wis. Eigh?- 
een-inch high partitions of frosted pointex glass or 
plastic bound by a wooden frame are attached to 
standard desks. Shelves of plywood covered with 
matching desk linoleum and bound with aluminum 
are attached to the desk at right angles. 
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Minnesota Mining & Manufacturing Co.’s St. Paul office put in Transite 
movable walls of cement and asbestos. Fire- and sound-retardant, immune 


2 
* * 


against rot or decay, these partitions are made by Johns-Manville, New York. 
This type employs patented steel studs on which the panels are hung by. 
means of metal fasteners. Finished wall is rigid, double-faced partition ap- 
proximately 4 inches thick. Variations of these partitions can be up to the 
ceiling, solid or glazed; units of railing height are also available. 


thickness”; that “a movable wall treated with insul- 
mastic and packed with Fiberglas has four times the 
insulating qualities of a clay tile wall plastered on 
both sides”; and that “the surface of our movable 
metal walls has a baked-on enamel finish that is 
good for the lifetime of the wall; it will not chip or 
mar; it requires only ordinary soap and water wash- 
ing to restore its fresh new look.” 

The units can be wired for air conditioning, phone, 


All-steel Martin-Parry partitions, ceiling high, in 
First Investors Corp. New York sales conference room 


and other electrical connections by means of “‘lay-in” 
raceways in both base and cornice as well as panel 
connections. Wire can be laid in from either side 
of the wall independently. 

“Normal business routine,” the manufacturer points 
out, “is not interrupted by moving our walls since 
they can be completely changed over night or during 
a week end without dust, debris, or commotion.” 

(To page 62) 


New York Department of Welfare conference room par- 
titioned off with Virginia Metal Products Mobilwalls 
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new things in the news 
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PRE-FAB OFFICE UNIT 

produced by G R Products, Inc., 140 Federal Square 
Bldg., Grand Rapids, Mich., makes it possible to con- 
vert any space into private offices that eliminate 
office sounds. Unit consists of two 60-inch, sound- 
deadening partitions and a Formica-topped, L-shaped 
executive desk. Bookcase is optional. At top of each 
partition section is a translucent plastic panel. Unit 
shown is said to provide 50% more work space in 
minimum floor space. One or a series of these units 
can be erected, in about 15 to 20 minutes per unit. 
Partitions are 2!/2 inches thick and are equipped with 
self-locking devices. Units come in choice of grey, 
light oak, or walnut, but special colors can be made 
available. 


FLUORESCENT DESK LAMP 


made with arms of seamless tubing in a compound 
curve design, is offered by the General Lamps Mfg. 
Corp., Elwood, Ind. Identified as the company's De- 
Luxe number, the 2-tube lamp is well-weighted and 
is equipped with a General Electric ballast. The one- 
piece seamless shade has a rich moulding across the 
front. Model 652 is available in gold metalescent 
bronze with gold trim; model 653 comes in platinum 
chrome with silver cast finish. 


MACHINE CARRYING CASE 


lightweight and compact, is anounced for use with 
its printing calculators and adding machines, says 
Remington Rand, Inc., 315 Fourth Ave., New York. 
A convenience for those who travel or "bring the 
work home." Rem-Rand also announces the avail- 
ability of an adjustable stand to fit these machines, 
thus providing for greater office mobility. 


PHOTOGRAPHIC COPYING UNIT 


a fully automatic type that introduces the use of 
standard 70mm roll film for copying purposes, is 
being marketed by Photographic Products, Inc., 6916 
Romaine St., Hollywood, Calif. Named the Varifile, 
the unit also permits use of standard 35 mm micro 
copy film. Illustrated is the Varifile standard, a semi- 
portable model for use where copy requirements do 
not exceed 24 x 36 inches. This model has a camera 
which is raised or lowered by means of a self-locking 
worm gear on the camera bracket, and is focussed 
by setting the dial on the camera and bracket. Cam- 
eras may be operated by a foot switch. 
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new things in 


the news 


PORTABLE ELECTRIC HEATER 

a fully automatic type with a built-in thermostat, is 
new from the Electromode Corp., Rochester, N. Y. 
The unit, model PA, has only to be plugged in with 
the dial set at the desired temperature. A carrying 
handle makes for easy transfer from one room to 
another. Has a lifetime heating element, automatic 
shut-off switch, rounded corners, and rubber feet to 
prevent marring. Mare of steel, heater has a silver 
grey cabinet with chrome trim. Comes with a 6-foot 
cord and plug. 


DESK SIDE CHAIR 

designated as Miss UniverSall, is now being intro- 
duced by Maso Steel Products, 81 West Van Buren 
St., Chicago. Chair has an all-metal framework of 
1'/g-inch-square steel tubing. Seat and back-rest are 
upholstered in vinyl resin, a plastic-coated fabric that 
will not chip, tear, crack, or split, says the manufac- 
turer. Tufflex padding is used for the seat. All metal 
work is finished in grey baked enamel with a choice 
of grey or green for the upholstery, or a Duotone of 
+ fabric and grey metal. List price for this chair 
is $35. ‘ 


MODERNISTIC DESK LAMP 

designed for both office and home use, is announced 
by the Portable Specialties Division of the Mitchell 
Mfg. Co., 2525 North Clybourn Ave., Chicago. The 
lamp has swivels both at the base and shade for 
easy adjustment. It also features Polytone fiberglass 
and plastic shade which is heat resistant and translu- 
cent. Cast base, swivels, and shade are in matching 
color, the arm brass plated. Lamp is 17 inches high 
and comes in red, green, and chartreuse. List priced 
at $10.95. 


GATHERING TRAYS 

for speed and ease in gathering pages by hand, are 
announced by the Thomas Mechanical Collator Corp., 
30 Church St., New York. Quickly set up on a desk 
or table top, the ‘trays are within natural arm level 
reach of the gatherer, who slips pages from the 
slanting trays and assembles pages in sets as desired. 
When not in use, trays nest compactly, take up little 
space. 
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i new things in the news 


FLUORESCENT DESK LAMP 

a two-lamp type, is designated Model No. 7 by the 
producer, Marks Mfg. Co., 700 North Carpenter St., 
Chicago. The lamp has two posts on a weighted 
rectangular base for sturdiness. Lines of the shade are 
flat in back so as not to extend beyond the far edge 
of a desk. Shade is decorated with polished bands. 
Lamp has an oxidized brass finish, is 12 inches high 
— and accommodates two 15-watt fluorescent 
tubes. 


FLOOR SANDING MACHINE 

model 504, is the newest addition to the Speedmatic 
line produced by the Porter-Cable Machine Co., 
Syracuse, N. Y. Features of this machine include a 2 
horsepower motor, interchangeable drum cover, and 
a drum pressure control which enables operator to 
select any one of five stages of cutting pressure. 
This control equalizes the wear of the abrasive paper 
which is said to result in about 30% more work per 
sheet. Machine weighs 241 pounds, can be disassem- 
bled into two units, motor and chassis, for ease in 
carrying. 


VERTICAL WINDOW BLIND 

a new type of functional window decoration called 
Window Charm, has been placed on the market by 
Youngstown Industries, Inc., 710 South State St., 
Girard, O. Made with 3-inch-wide adjustable panels 
of Celanese fabric, the device can be used for win- 
dow coverings, partitions, and backdrops. Movement 
of vertical louvers, which are said to reduce dust col- 
lection, is controlled by a hidden lever. Available in 
choice of 25 colors. 


OFFICE DRAPERIES 
made of Fiberglas fabric, are said to resist rough 
handling, will not stretch or wrinkle, will resist fading, 
and are impervious to heat or flame. They will also 
launder easily without shrinking, it is claimed. The 
hand-print draperies shown typify 40 different color- 
design combinations recently introduced by Witcombe 
McGeachin & Co., 509 Madison Ave., New York. 
Office shown is that of Mason Day, New York public 


relations counsel. 
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in the news 


LETTER OPENER 


trade-named the DoAll, is a small, manually operated 
model which opens envelopes at one stroke of the 
handle while shavings fall into a concealed, remov- 
able tray. Device has only one movable part, a steei 
cutting blade. Finished in hammertone grey, opener 
has rubber protected feet to prevent marring desk 
or table top. Weighs iittle more than a pound and 
is retail priced at $5.95. Made by the Buckens Mfg. 
Co., Seymour St., Stamford, Conn. 


POSTURE CHAIR 

for the general office, is No. 4825!/2, manufactured by 
the Taylor Chair Co., Bedford, O. It features short 
arms and a pivotal follow-through back. Chair is 
available in walnut, mahogany, green or grey fin- 
ishes. Height of back from seat, 15!/2 to 18 inches; 
— depth, 19 inches; width of seat at front, 20!/2 
inches. 


HAND STAMPING DEVICE 
which will print labels, endorsements, and short mes- 
sages in volume quantity, is the Print-O-Stamp which is 
manufactured by the Print-O-Matic Co., Inc., Mer- 
chandise Mart, Chicago. To use, just type a stencil 
and snap it on to the unit. Features of the device 
include an ink reservoir which measures the flow of 
ink, and waterproof, non-smearing ink. No stamp pad 
is needed. Messages can be typed or drawn with a 
stylus. Device prints on practically everything, says 
the maker. The stamp comes with a kit which con- 
tains stencils, ink, brush, stylus, writing plate, and a 
metal holder which can be fastened to desk or wall. 


eee 


ACCOUNTING MACHINE 

an all-purpose type for simplified handling of various 
bookkeeping procedures is being introduced by the 
Underwood Corp., | Park Ave., New York. Designated 
as the model E, it has two crossfooters for accounting 
application flexibility. The ten key keyboard machine 
is designed for operation by the touch system. Its 
interchangeable control plates, known as the "me- 
chanical brain," make possible automatic operations, 
minimize errors, and give positive accuracy, says the 
company. The Sundstrand E is a desk machine with 
motor enclosed in a grey colored case. Available 
in two carriage widths—I8 and 24 inches. 
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CARBON FEEDMASTER 


is a device whose action feeds roll carbon paper only 


one space even though the tabulatiig machine is set 
for double or triple spacing, and rewinds the carbon 
paper for re-use, thus eliminating the un-reclaimable 
waste of unused carbon. The manufacturer, Carbon 
Feedmaster Co., 309 Henry St., Eureka, Ill., says it 
can be used for master writing on tabulating ma- 
chines, and states that its use saves 80% on carbon 
paper costs on the average application. The machine 
completely divorces the feeding of the carbon from 
the feeding of continuous printed forms. Further infor- 
mation from the company. 


THE HONORARY DEGREE 

of Doctor of Laws is conferred upon L. C. Stowell, 
president of the Underwood Corp., New York, by Dr. 
Leonard B. Job, left, President of Ithaca College, at 
the college's recently held Mid-Century Convocation 
ceremonies. Shown with Dr. Job and Mr. Stowell are 
Justin Miller, chairman of the board, and general 
counsel, National Association of Radio and Television 
Broadcasters, and James A. Farley, chairman of the 
board, Coca-Cola Export Co. Messrs Miller and Farley 
also received degrees. 


SEE-THRU JOURNAL 

is the name given this machine bookkeeping form, 
the objective of which is to provide the operator with 
a clear view of all entries as they are made on the 
form. Glued, “built-in carbons produce uniform, 
legible figures down the entire length of the sheet, 
says the manufacturer, SystOmatic Business Forms, 
480 Canal St., New York. Other features claimed for 
the system are that the machine operator can tell 
exactly what she has posted in each column without 
removing the journal; sub-totals and totals can be 
read without removing journals or carbon jackets; 
carbon offers the facility of picking up prior balances; 
adjustments and corrections are insured against being 
made in the wrong spaces. 
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Equipment 


Roundup — 


Microfilm Systems, 
Dictating Units 
and 
* Adding and Calculating 


Machines 


ae By KIMBALL DARBY 
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A Recordak microfilm installation at Baltimore, Md., Veterans Association offices 


Another installment of a monthly sum- 
mary of trends and product availability 
in the office equipment field 


IN DISCUSSING problems of availability of their 
products, microfilm equipment manufacturers point 
out that the industry largely involves the assembly of 
many component parts made by other firms. In many 
cases these manufacturers of components are com- 
mitted to supplying their products to manufacturers 
of top priority equipment. 

With certain types of electronic parts not always 
easy to come by these days, the newest types of micro- 
film cameras in some cases are electronically actuated. 
Assuming that a microfilm camera is composed of 
close to two thousand components, volume inventory 
of 98 per cent of these parts does not mean much 
when delivery of the remaining two per cent is over- 
due at the plant. 

In spite of the uncertainty regarding future govern- 
ment action having to do with priorities allocations, 
rather sizeable plant expansion is already launched. 
One manufacturer feels that while government agen- 
cies and bureaus have just about reached the limit of 
their ability to absorb microfilm installations, im- 


proved models will always find government pur- 
chasers. 


Burroughs Adding Machine Co., sole marketers of micro- 
film equipment made by the Bell & Howell Co., report that 
current emergency conditions have not affected the line, 
and that all models are still available for purchase. 

A new electrically operated reader with treadle control 
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Tools of the Office 


is the latest addition to the line of microfilming equipment 
distributed by Burroughs. 

BH 189B Reader may be either electrically controlled 
for slow-speed viewing of consecutive images or manually 
operated for high-speed. Tiranscribing, billing, posting, 


= — - — 


Bell & Howell-Burroughs Microfilm Reader 


creating punched cards from microfilm images, billing and 
scanning film have proven to be among the most popular 
uses for the new reader, maker says. 

Built by Bell & Howell Co., the Burroughs line includes 
BH 190E Recorder and the BH 189A and B Readers. 

Diebold, Inc., reports that current emergency has not 
caused them to shorten their line of microfilm equipment. 

“In fact,” they say, “we have increased the versatility of 
our equipment to provide wider and broader scopes of its 
use in security programs. 

“All of the items we manufacture are available for general 
office purchase. All of our items have extended delivery 
dates as follows: 

Model 9003, 14” duplex camera, 30 days; Model 9005, 42” 
camera, printer and enlarger, 60 days; Model 9202, Univer- 
sal microfilm reader, 45 days; Model 9107, combination 


Diebold Flo-Film Unit 


16mm-35mm film processor, 30 days; and Model 9046:47, 
14” one-sided combination microfilm camera, positive film 
printer, and continuous paper enlarger, 60 days. 

A Diebold spokesman reports that a majority of present 
microfilm users are placing vital records onto microfilm 
and storing the film in remote locations in the event of a 
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catastrophe. At this point of storage many organizations 
are also storing the Diebold Model 9046:47 continuous en- 
larger so that in the event the records are destroyed, they 
will have the ability to reproduce them onto paper at high 
speeds. 

Diebold describes the new Model 9202 Universal reader 
as one on which the screen image remains in critical focus 
at every magnification from 18X to 36X. Film can be 
scanned transversely while built in Sloflo permits variable 
viewing speed. 

Completely electrical, this reader functions smoothly. 
Any type of film can be projected—negative or positive, 
16mm or 35mm, non-perforate, single perforate, or double 
perforate, whether mounted on reels emulsion-in or emul- 
sion-out. 

Screen images can be rotated 360 degress in either direc- 
tion which permits viewing of microfilm made in any posi- 
tion. 

This one instrument will magnify on a brilliant screen 
any reduction ratio, any width, any recorded orientation 
of image. 

Griscombe Products, Inc. make all-purpose microfilm 
equipment, and report that the current emergency has 
caused them to shorten their line on cameras to the point 
where they now are unable to accept any orders for de- 
livery of cameras during 1951. However, by early 1952 they 
expect to extend their present line of cameras. 

“Still available for general office purchase are our full 
line of microfilm readers,” Griscombe says. These are: 

Model 16-35A, for 16mm and 35mm film; 14 by 14-inch 
screen, 17X and 22%X magnifications, price, $298; Model 
18T, for 16mm and 35mm film, 18 by 18-inch screen for 
newspaper and engineering drawing reading, table unit, 


F 


Portable Reader by Griscombe 


17X and 25X magnifications, price, $350; Model 18F, same 
as Model 18T but supplied with floor stand, price, $380; 
Model PA, 16mm and 35mm portable reader, 23X mag- 
nification, 14 by 14-inch screen, 17 pounds weight, price, $150; 
Model PB, for 16mm and 35mm film, portable reader, 17X 
magnification, 14 by 14-inch screen, 17 pounds weight, price, 
$160: 

Delivery of equipment has been extended to 45 days for 
portables and 30 days for the other types of readers. 

“We have been contracted by Remington ‘Rand for the 
manufacture of Film-A-Card microfilm readers. These units 
are designed to permit the viewing of microfilm inserted 
into several different types of cards, ranging up to 9 by 
9 inches. Both 16mm and 35mm film images may be viewed 
on this equipment.” 

Recordak Corp., a subsidiary of Eastman Kodak Co., 
says that present emergency has not caused them to cur- 
tail production of any of the current models of Recordak 
equipment. However, the 6 and 9-drawer Film Files which 
are manufactured for them by outside concerns have been 
curtailed. 

The Duplex Microfilmer and Junior Microfilmer are avail- 
able for immediate delivery (purchase or rental). All other 
models at longer availability times. 

“Recordak Commercial Microfilmers are no longer being 
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"Tools of the Office 
(From page 45) 


manufactured, though not because of the emergency,” Rec- 
ordak reports. “We had a number of these on hand a year 
ago but they are now in short supply because of greatly 
increased demand for microfilming by banks, business 
houses, and industrial organizations. Delivery dates have 
been extended indefinitely on these machines. Orders are 
filled when this equipment is replaced by other Recordak 
models or returned to us after completion of a microfilming 
program. Delivery schedules for the Triplex Microfilmer 
have been extended into the Fall of this year to accommo- 
date production schedules (not due to the emergency).” 


Recordak mentions two unique microfilming applications: 
Some retail stores are furnishing to lending institutions 
microfilm copies of the store’s accounts receivable ledgers 
which have been pledged as collateral. Some business firms 
are microfilming and endorsing in one operation the checks 
for their bank deposits each day. Only the amounts are 
listed, and further description is unnecessary. Adding ma- 
chine listing is also microfilmed. 


The Recordak duplex microfilmer photographs simul- 
taneously both front and back of documents up to 9% 
inches wide at reduction ratio of 35:1. Front and back 
images appear side by side on 16mm. film. 12,000 average 
size bank checks can be photographed on a 100-foot roll 
of film. Will also accommodate Duo-type Film Unit for 
photographing only the face of documents on half the film 
width. Thus the fronts of 24,000 average size bank checks 
can be photographed on 100 feet of film. 


Remington Rand Inc. describes their Film-A-Record 
microfilming machine, reader-desk and storage cabinet: 
The machine is completely automatic, copies records on 
16mm. microfilm at a reduction of either 17, 21, or 29 to 1. 
It reduces filing space 99 percent, releases files, provides 
record protection and permanence. Use of Microdex, a 
method of indexing records on film, gives fast, easy refer- 


eee, 


Remington Rand Film-A-Record reader, desk, storage 
cabinet 


ence to any micro-record. The reader-desk enlarges micro- 
records back to original size or larger on a built-in screen. 
It is electrically operated, makes it possible to locate any 
_of the thousands of images on a 100-foot roll of microfilm 
within one minute or less.. The desk-height storage cabinet 
holds microfilm copies of more than one million letter-sized 
records which in their original form would require over 
- Seventy standard filing cabinets to house. Humidity of 
~ approximately 51 percent is automatically maintained in the 
cabinet in order that microfilm will last as long as the 
finest quality of rag paper. 
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The following manufacturers were contacted for the micro- 
film section of this month’s feature: 


Bolsey Corp. of America 

118 East 25th St., New York City 
Burroughs Adding Machine Co. 

6071 Second Blvd., Detroit, Mich. 
Diebold, Inc., Flofilm Div. 

45 Rockefeller Plaza, New York City 
Griscombe Corp. 

50 Beekman St., New York City 
Haloid Co. 

256 Haloid St., Rochester, N. Y. 
Micro-Record Corp. 

20 E. I8tst St., New York City 
Microfilm-by-Microstat 

1860 Broadway, New York City 
Recordak Corp. 

350 Madison Ave., New York City 
Remington Rand Inc. 

315 Fourth Ave., New York City 
U. S. Microfilm Co. 

444 Madison Ave., New York City 
York Microstat Co. 

444 Madison Ave., New York City 


Dictating 
Machines 
In Supply 


Dictating machines continue in good supply, thanks 
to generally high inventories both in saleable units and 
components. Indications are that manufacturers view 
the future warily. Components might be available 
now, but they admit that in some instances the picture 
could change rapidly. 


Crescent Industries, Inc. are still producing their full 
line of wire recorders. The line comprises the Steno for 
dictation, transcription, conference recording, telephone re- 
cording, inter-communication and public address. There 
may be occasional delays on only a few minor accessories. 

According to Crescent, the following features are of- 
fered: (a) Remote control transcribing station which en- 


The Permefius “Scribe” and “Steno” by Crescent 
Industries 


ables one machine to do the work of two in many installa- 
tions. (b) Built-in inter-office communication system. (c) 
Built-in public address system for use either at the machine 
or from the remote control speaker. (d) The sensitivity of 
pick-up of the standard Steno enables it to be used for con- 
ference recording without the addition of any special equip- 
ment. (e) Will record telephone conversations. 

Dictaphone Corp. reports: “Since the Korean emergency 
of June, 1950, we have produced Dictaphone Time- Masters 
in greater quantity than ever before. Although the current 
emergency has certainly affected our planning of produc- 
tion, it has not shortened our line of machines. 

“All of our Dictaphone Time-Master models are avail- 
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One Gray AupocraPH plastic disc holds over 
an hour’s dictation. That’s more than 28 type- 
written pages—a record no other dictating 
machine can touch! 

Join efficiency-conscious users everywhere 
who are putting time to more profitable use 
with versatile Gray AUDOGRAPH. Simply sound- 
write memos, sales reports, conferences and 
correspondence. Y our office output will increase 
30% ...and your secretary will be free for 
other important work. 

AUDOGRAPH’s operation is unbelievably sim- 


 puitbRe 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “Dictating Machines.” 
Canada: Northern Electric Company, Ltd. Abroad: Westrex 
Corporation. (Western Electric Company export affiliate) in 
35 countries. TRADE MARK “AUDOGRAPH™ REG. U. &, PAT. OFF 
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ting efficiency 


ple. One flick of a finger and you're recording. 
No arms to lift or adjust; relax and let 
AupocrapH do the work! Discs are feather- 
weight, easy to file and can be resurfaced for 
reuse up to 50 times...this means there’s no 
discarding after one recording. 

AuDOGRAPH is tops with secretaries, too. The 
exclusive electromatic index flashes a red light 
to indicate approaching corrections and green 
signals for ends of messages. Your voice comes 
over with bell-clarity...and tone control 
allows full treble-to-bass range. 


Dictation is easier — with AUDOGRAPH! 


The Gray Manufacturing Company, Hartford 1, Connecticut 
Send me Booklet 8-8 — “Now We Really Get Things Done!” 


Firm 


City 
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Tools of the Office 
(From page 46) 


able for general office purchase. These include: the Ex- 
ecutive Time-Master, the Secretarial Time-Master, the 
Time-Master Telephone Recorder and the Dictaphone Tele- 
cord System. In addition, we are still manufacturing elec- 
tronic cylinder machines. Models include: Dictaphone model 
AE, electronic dictating machine, Dictaphone model AT, 
electronic dictating-telephone recording machine, Dicta- 
phone model BE, electronic transcribing machine, Dicta- 
phone model CB, transcribing machine. We are operating 


The Time-Master by Dictaphone 


with a backlog of orders; it has been necessary to extend 
delivery dates as much as a month, and machines are dif- 
ficult to obtain for extended demonstration periods. 

“The Dictaphone maintenance agreement is the best 
provision for helping to lengthen the life of our machines. 
Skilled and trained service people are in offices throughout 
the country. And for a nominal annual fee, our customers 
are assured of top performance at all times,” the report 
continues. 

“The Time-Master’s portability (it weighs less than 16 
pounds) and the flexibility of its medium, the Memobelt 
(mailable, fileable, expendable), have made for applications 
more diversified than ever before possible with dictating 
equipment.” 


Thomas A. Edison, Inc., manufacturers of the Edison 
Voicewriter dictating machines, says that they are attempt- 
ing in the interest of their customers, even under the cur- 
rent emergency conditions, to maintain as far as possible 
their full line of dictating equipment. 

“We have, however, discontinued some of our older type 
acoustic models and some models of our shaving equip- 
ment,” they report. “This is being done primarily in an ef- 
fort to divert material to the production of those instru- 
ments which are in large current demand.” 

At the present time the following Voicewriter models are 
available for general office purchase: Disc Edison Voice- 
writer dictating and transcribing instruments; the Edison 
TeleVoicewriter—the Televoice System—for remote con- 
trol dictation; the Mercury electronic cylinder dictating in- 
strument; the Miracle cylinder acoustic dictating instru- 
ment; the Miracle cylinder acoustic transcribing instrument 
tnd the Mercury shaving machine. 

“We are, of course, making every effort possible to keep 
up with the very large current demands on all items in 
our line,” an official of the company reports. “The tremen- 
dous current demand for the Disc Edison Voicewriter and 


ee 
ile RN . 
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the new Edison TeleVoicewriter has, of course, caused us 
to extend the delivery dates in many cases to as much as 
from 60 to 90 days, and even in our electronic cylinder 
line we are finding ourselves in the position of having to ex- 
tend delivery dates well beyond the immediate delivery 
stage. 

“It has always been and continues to be our policy to do 
our very best through personal contact, advertising and 
literature, to suggest universal use of Edison guaranteed 
maintenance service. This service has always practiced 
complete preventive maintenance of equipment, as well as 
making repairs. In addition, we are and have been preparing 
literature for distribution to our customers, to show them 
how to more efficiently and effectively use the equipment 
which they now have in order to make it last as long as 
possible. Although we are putting renewed emphasis on 
preventive maintenance, we have not found it necessary to 
materially change our past practices.” 

The Edison Televoice System, for remote control dicta- 
tion, has established a strong trend toward providing dic- 
tating facilities for everyone in the office. Major factors in 
the acceptance of the Edison Televoice System for remote 
control dictation are, its low cost per dictating facility, its 
flexibility, its ease of use, speed with which letters are re- 
turned for signature, and its reliability.” 


Electronic Secretary Distributors, Inc., describe the Elec- 
tronic Secretary as an automatic telephone answering ma- 
chine. The claim is also that it serves as a dictating ma- 
chine. The necessary equipment seems to be built around 


Electronic Secretary Unit 


a Webster-Chicago wire recorder. Few details are given 
concerning the Electronic Secretary installation. According 
to the distributor, the equipment is not connected to the 
phone, and that all that is necessary is that it be “plugged 
agg 

Gray Mfg. Co. reports, “So far, we have been able to keep 
up with the growing demand for the Gray Audograph. We 
have doubts, however, of our ability to do so through the 
latter half of 1951. All Audograph models are still available 
for general office purchase.” 

On the subject of maintenance, Gray says, “None of 
our machines have been in use for more than four years, 
because the Audograph was not on the market until 1947. 
We estimate that all Audographs have a minimum life span 
of ten years.” 

“We feel that soundwriting devices will be used far more 
widely in the next few years than at present,” Gray says, 
in forecasting the future of the product. “The Audograph, 
which is portable and can run on batteries, is proving in- 
valuable to firms which have salesmen, engineers, adjustors, 
etc., who travel. These men can install an Audograph in 


Left to right: Dictating units by Gray Mfg.; Pierce; Sound-Scriber; and Webster-Chicago 
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“ oa Good secretaries today are in big demand . . . short supply. So, Take a tip: treat yours | 
aoa: kindly. Save her time, nerves, fatigue by dictating to SoundScriber’s TYCOON.* 
ne - With TYCOON both you and your secretary stretch precious time; not a second 
71047, lost by you in recording letters, memos, plans; every 
> span minute of her time free for transcribing, plus countless 
_— other valuable duties. And this efficient dictating equip- 
- says, ReTRICAL. | ment is so light and portable .. . only 15 lbs... . your 
4 7 EE = home, a train, car or hotel room becomes your out-of- 
astors, Se ap “s town office. 
ph in For more details of a real gilt edged investment, 
write today for: “A Happy Profitable Combination In 
Any Office.” Department OM-8, SoundScriber Corp., 
: New Haven 4, Connecticut. 
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pee ob een First All Electronic Dictating System First Disc Dictating Equipment 
MOutstanding' Engineering.” 230 Sales and Service Centers Coast to Coast pm 
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Tools of the Office 
(From page 48) 


their cars (or use it in a train) and dictate their findings 
on the spot. This out-of-office application has been respon- 
sible for a growing percentage of our sales. It has another 
advantage, much appreciated by some businessmen. They 
can easily take it home and use it during an evening or 
over a weekend. 

Magnetic Recording Industries, claiming that few items 
used in the manufacture of their Voice-Master dictating 
machine can be considered to be in critical supply, have not 
had to extend delivery dates on the machines. 

Voice-Master is a combined dictating-transcribing instru- 
ment employing a foldable paper disc. Various accessories 
make the unit suitable for executive or secretary. Base 
price of the Voice-Master is $175, however a 220 and/or 
110 volts, 50-60 cycle machine, suitable for any varying cur- 
rents in foreign countries, is available for $189. Where a 
single instrument system is desired, the total cost is $215.50. 

A dual system employing a machine for the executive 
and one for the secretary would come to $390, with the ap- 
propriate accessories on each machine. 

Voice-Master operates on the electronic-magnetic princi- 
ple. The machine measures 11 by 12 by 5 inches, and weighs 
10 pounds. The manufacturer points out that this machine 
allows “on the spot” corrections of dictation. 

“By simply talking over the previous, undesired section, 
the old recording vanishes as the after-thought is dictated,” 
the company says. 

Each paper disc is re-usable a thousand times and costs 
30 cents. 

“We are making special provisions for helping to lengthen 
the useful life of the Voice-Master instruments,” maker 
says. “When a guarantee has expired, we offer a service 
contract to the user of our equipment through which he is 
enabled to receive unlimited service for a period of one 
year at a very low cost. Since, in this manner, only quali- 
fied technicians handle the servicing of the instruments, 
the machines are kept in tip-top condition all the time.” 

Since the recording medium is a foldable piece of paper, 
traveling executives and salesmen can make their reports 
immediately on the road by talking directly onto the 
Magic-Disc, folding it and airmailing it back to the home 
office for transcription. 

Voice-Master represents a further development of the 
basic invention put out by the Brush Development Co. in 
years past, embodying many improvements. Brush, in fact, 
still supplies the magnetic components of the Voice-Master. 


Miles Reproducer Co., Inc. continue to make variations 
of the Recordall, battery operated recording machines which 
record on a Sonaband, an endless plastic belt for which 
four hours of dictating (on each face) is claimed. Eight 
models are listed. 

A typical Miles model is DL4, built into a case 7 by 8 by 
13 inches, and weighing 15 pounds. This unit has a sensi- 
tivity radius of 50 feet. Has speed control, volume control, 
and a neon flasher (recording-sound level indicator). Other 
features are claimed for this model which sells for $890. 


Below, left to right: Dictating machines produced by 
Operadio Mfg. Corp.; Thomas A. Edison, Inc.; Miles 
Reproducer Co.; and Magnetic Recording Industries 


Operadio Mfg. Co. make the DuKane Model 11A55FF 
tape recorder, and report deliveries to be extended from an 
“in stock” status to approximately 30-60 days. 

The DuKane recorder comes built into a carrying case 
of Du Pont Roxylin Fabricoid covering. 

“We are in full production on our dictating machines,” 
Peirce Wire Recorder Corp. advises. 

“Our complete line of dictating machines are still avail- 
able for general office use. Most of our equipment now is 
on a thirty day delivery basis.” 

Permoflux Corp. says, “We manufacture only one dic- 
tating and transcribing machine, the Permoflux Scribe. It 
is available for general office purchase. 

“We are making prompt delivery of the Scribe and have 
not been obliged to extend delivery dates.” 

Permoflux Corp. states dealers are being supplied a new 
service chart with instructions, illustrations, etc. A new 
yearly maintenance agreement will soon be available with 
a minimum charge. Users are supplied with a book of in- 
structions with illustrations for the proper use and main- 
tenance of machine. 

“Use of magnetic recording is rapidly increasing,” this 
manufacturer says. “New uses are being found, especially 
in the educational field.” 


SoundScriber Corp. reports that the current emergency 
has not caused them to shorten their line of dictating ma- 
chines. 

“We are living up to the letter of government restrictions 
on copper and other critical materials,” they say. “No ap- 
preciable degree of substitution of materials has been neces- 
sary.” 

“We have had to extend delivery dates on our stands 
which are made of sheet steel of a gauge that is periodic- 
ally in short supply,” the company states. “We have been 
unable to build an inventory on this item, but we have not 
had to be concerned over a large backlog of orders unfilled. 
Delivery of sheet steel to the basic fabricator has been 
sporadic, involving a wait by our customers of sometimes 
thirty days for this item.” 

The maintenance question is answered this way: Sound- 
Scriber equipment is guaranteed for one year after delivery 
to the customer, and during that time is periodically in- 
spected and serviced as required, at no charge. 

“After that time, we are vigorously encouraging the pur- 
chase of a maintenance contract, so that equipment in use 
can be carefully watched by periodic inspection.” 

According to J. J. McKeon, of SoundScriber Corp., the 
general trend in the dictating machine industry is for wider 
use of this office aid in all types of business, industry, and 
the professions. 

“Larger companies are expanding their use of Sound- 
Scriber to more and more of their executives, and a great 
many small and medium size companies who held to the 
shorthand method are now seeing the all around wisdom 
of the dictating machine,” Mr. McKeon says. “Money and 
time saving and all around greater production with less 
strain are the factors conditioning the great growth of our 
business.” 

Four major improvements that promise added dictation 
and transcription efficiency have been incorporated in the 
new Model 228 dictation machine introduced by Webster- 
Chicago Corp. It will take the place of the Model 18 dic- 
tation unit in the Webster-Chicago line of magnetic re- 
corders, and will retail at the same price as the old model, 
$135, complete with microphone. (To page 51) 
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Tools of the Office 


(From page 50) 

The machine features a re-engineered foot control that 
permits the operator to rewind by pressing it. It also is 
used to start and stop the machine instantly. The transcrip- 
tion and dictation controls have also been simplified, being 
reduced from four to two. 

The elapsed-time indicator has been reduced from a 
60-minute clock to a 15-minute clock, making it easier to 
indicate the exact length of a letter. 

The unit has also been redesigned so that it automatically 
switches from reproduction through the speaker to repro- 
duction through the head phones when the head phones are 
plugged in. This eliminates the need for making the change 
manually. 

The new dictation unit features the improved Webster- 
Chicago wire transport mechanism that makes it virtually 
impossible to snare and spill the wire. 

The machine weighs 20 pounds and measures 11 by 
113% by 5% inches. Can be used anywhere there is an AC 
outlet. Carrying case is available. 

Production and deliveries are still normal, though always 
dependent on future materials restrictions, Webster-Chicago 
advises. 


The following manufacturers were contacted for the dic- 
tating machine section of this month’s feature: 


Amplifier Corp. 

398 Broadway, New York City 
Crescent Industries 

4140 W. Belmont Ave., Chicago 
Dictaphone Corp. 

420 Lexington Ave., New York City 
Edison, Inc., Thomas A., Ediphone Div. 

51 Lakeside Ave., W. Orange, N. J. 
Frederick Hart Co. 

Poughkeepsie, N. Y. 
Gray Mfg. Co. 

Arbor St., & Capitol Ave., Hartford, 

Conn. - 

Magnetic Corp. of America 

756 Milwaukee Ave., Chicago 
Magnetic Recording Industries 

30 Broad St., New York City 
Miles Reproducer Co. 

812 Broadway, New York City 
Operadio Mfg. Co. 

St. Charles, Ill. 
Petron Corp. 

611 W. Division St., Chicago 
Peirce Wire Recorder Corp. 

1328 Sherman Ave., Evanston, Ill. 
Permoflux Corp. 

1507 Burlingame Ave., Detroit, Mich. 
Sound Recorder & Reproducer Corp. 

5501 Wayne Ave., Philadelphia 
SoundScriber Corp. 

146 Munson St., New Haven, Conn. 
Webster Chicago Corp. 

5610 Bloomingdale Ave., Chicago 
Wire Recorder Corp. of America 

76 Varick St., New York City 
Wireway Corp of America 

1331 Halsey St., Brooklyn, N. Y. 


Adding-Calculating 
Machines Steady 


AVAILABILITY of adding and calculating machines 
follows pretty much the pattern applying to other ac- 
counting and bookkeeping machines. Lines remain 
intact in spite of some materials limitations. Com- 
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panies that report extended delivery dates, though, 
attribute the condition to greatly increased demand. 
Machines of foreign manufacture are meeting with in- 
creased acceptance, though similar problems of pro- 
duction and distribution apply. 


Addo Machine Co., Inc., are the sole distributors of add- 
ing and calculating machines of Swedish manufacture. The 
adding machine line consists of hand operated machines 
in the eight-column, nine-column, and ten total eleven with 
and without credit balance. Electric machines are available 
in eight-column, nine-column, ten total eleven without 
credit balance and eight total nine, and ten total eleven 
with credit balance. 

Addo Machine’s Multo calculators come in two models, 
hand operated, capacity 8 x 10 x 13. The difference between 
Models 3 and 13 is that No. 13 comes with back transfer. 
Size of both models is 1034 by 6% by 5% inches. Each 
weighs 11 pounds. 

Prices of the adding machines range from $170 up to 
$350. Prices of the Multo calculating machines are $125 for 
Model 3, and $150 for Model 13. 

Addo Machine Co. reports that their line remains intact, 
though increased demand for machines has resulted in a 
temporary shortage. Deliveries range from 30 to 90 days. 

“We cannot stress too strongly the importance of having 
machines on maintenance,” an Addo executive says. “Cus- 
tomers do not always realize that office equipment just as 


. any other mechanical appliance, needs regular maintenance 


service, to lengthen the life of the machines.” 

Addo Machine points out a new feature, the repeat/sub- 
tract key, which enables the operator to multiply and 
subtract simultaneously, in computing discounts, etc. 


R. C. Allen Business Machines, Inc., are not experiencing 
any difficulties as a result of emergency conditions. 

“We have available adding machines featuring direct 
subtraction in sizes ranging from the portable 6 column 
machine to commercial or bank models which have 13 col- 
umn capacity,” an R. C. Allen spokesman reports. “Deliv- 
ery dates, on the whole, have been firm,” he states. “Im- 
mediate delivery is possible on practically all our machines, 
with the exception of 7 and 8 column electrics and 6 column 
hand operated portable models. 


Barrett Adding Machine Division of the Lanston Mono- 
type Co., say that all models of their adding machine are 
still available. 

The Barrett Model B-192E, while primarily an adding 
and listing machine, is adapted for calculations of various 
kinds in both multiplication and division. 

“More and more offices are buying this type of machine 
to get the combination of adding and listing as well as the 
calculating features,” Barrett advises. 

Barrett’s B-192E has a nine-column keyboard, nine figure 
total capacity. Features of this electrically operated ma- 
chine include visible adding wheels, total and sub total, 
direct subtraction, correction key, one position back spaces, 
shift and multiply key, non-add, non-print and repeat keys, 
column indicator and column numbers (to show exact 
position of items on the keyboard). Also predetermined 
decimal pointer, automatic ribbon reverse. 


Burroughs Adding Machine Co. reports that their line 
of adding and calculating machines is still intact. Deliver- 
ies remain pretty much the same, except that the electric- 
ally operated adding machines have somewhat extended 
deliveries. 

Burroughs electric duplex calculator, style 5-10-55 
is one of seven electric and hand operated Burroughs 
calculator models available for handling varieties of busi- 
ness calculations requiring top speed and instantaneous 
results. 

Burroughs calculators are key-actuated and the model 
shown handles invoices, payroll calculations and sales 


‘ analyses efficiently because of its Memory Dial—two 


answer dials, one of which records individual calculations 
and the other which accumulates these calculations, provid- 
ing the facility for greater calculating speed to get more 
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Tools of the Office 


(From page 51) 


work done in less time. Burroughs calculators are portable 
and easy to operate. 

They also make a line of 14 electric and hand operated 
adding machines. 


Immediate delivery of all models of the Clary adding 
machines and cash registers is still possible, according to 
M. S. Bandoli, vice-president of distribution, Clary Multi- 
plier Corp. Emergency conditions have not as yet affected 
the availability of these machines. 

The largest selling Clary machine is the 101.02. This 
model handles all ordinary problems in addition, subtrac- 


Burroughs’ Duplex Calculator 


tion, multiplication, percentages discounts, mark-up and 
payroll. Has small hand-span keyboard. Thumb Add bar 
puts the thumb to work and leaves the fingers free to cover 
the keys. Subtracted items print on the tape in red and 
the two control bars cause the total to automatically jump 
above the tear-off knife. 

Listing capacity of the machine is $1,999,999.99 with a 
totaling capacity of ten million dollars. Weighs 18%4 
pounds; is 14 inches long, 9 inches wide and 7 inches high. 


A new calculating machine was introduced recently in 
New York by Facit, Inc., newly established American sub- 
sidiary of Aktiebolaget Atvidabergs Industrier of Stock- 
holm, Sweden. 

The two-bank, ten digit keyboard is said to foster opera- 
tion by the touch system. All processes are fully visible to 
the operator so that each figure set can be instantly checked 
in its register. Once a numeral is set, it cannot be changed 
by accidentally touching the keys. 

The claim is that Facit machines feature an internal cyl- 
indrical construction and that because of this the machine 
revolves forward for the figures 1 to 5 and backwards for 
the figures 6 to 9. Facit calculators are rustproof and resis- 
tant to climatic variations. The mechanism is entirely built- 
in and protected against dust. Wrinkle finish is designed to 
eliminate glare and light reflection. 


Facit machines are available in four models suitable for 
a variety of business calculations. The Facit TK, a small 
hand-operated calculator, is equipped to handle the four 
basic mathematical processes. For more elaborate computa- 
tions, the Facit Lx, also manual, has a larger capacity. 


" 


Models by Rem-Rand; R. C. Allen; and Olivetti 


Facit NEA is an electric calculator with automatic division 
and semi-automatic multiplication. Facit ESA-O is fully 
automatic for calculations where higher speed is essential. 

While a sales and service staff has been trained for cov- 
erage mainly of the New York area, expansion is anticipated 
in the future. 

A maintenance center has been established in New York 
City. 

* Felt & Tarrant Mfg. Co. report that the complete line of 
Comptometer adding-calculating machines is still available 
for general office purchase. 

“All models of the Comptometer are available on a 90- 
day delivery schedule, due largely to the greatly increased 
demand for our products,” the company says. “Our plant is 
now on a 48-hour week, and the factory personnel has been 
steadily enlarged during the year, in order to cope with the 
greater demand.” 

All current models of calculating machine made by the 
Friden Calculating Machine Co. are still available, this com- 
pany reports, although deliveries on practically all models 
have been extended. 

“We have been able to maintain adequate mechanical 
service for Friden products, but we urge customers to put 
their equipment under our maintenance contract,” Friden 
says. 

“The trend, of course, is toward mechanization,” this 
manufacturer reports. “Two of the numerous applications 
which are receiving current emphasis are statistical quality 
control and the figuring of net unit costs and mark-up per- 
centages on O.P.S. reports.” 

Marchant Calculating Machine Co. reports that deliveries 
on certain popular models have created a back order in 
spite of increased production. All models are still available, 
however. The Marchant line is composed of the 8-10 EFA 
Figuremaster, the 8-10 SDX Figurematic, and the TDR 
Marchant. 

The new TDR Marchant is especially designed for oper- 
ators of bar-type calculators, Marchant explains. The semi- 
automatic Marchants have the principal features of the 
full automatic Figuremasters with the exception of auto- 
matic multiplication. On the TDR models multiplication is 
electric, and is the fastest and surest among calculators in 
the lower price range, says Marchant. 

Conveniently placed between the upper and middle dials 
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Tools of the Oltice 
(From page 52) 


for easy and positive control of the carriage, the new tabu- 
lator operates with the carriage moving to the right or left, 
as desired, and as many or few tabs as needed can be set 
simultaneously. 

“We are constantly improving our products engineering- 
wise, and offer Marchant service to our calculator users 
throughout the world,” this manufacturer says. 


The Monroe Calculating Machine Co, reports tersely 
that their line remains the same, with all models of adding 
and calculating machines still available at normal deliveries. 

Claimed for the Series 400 Monroe Adding Machine are 
smooth and easy operation, keytops shaped to fit the tip of 
the operator’s fingers; the stepped-up arrangement of keys 
to reduce errors caused by depressing more than one key 
in the same column; large numerals for quick reading and 
the soft gray and cream color combination to reduce eye- 
strain. Made in a wide variety of models, both narrow and 
wide carriages. 

Monroe also has available Model CSA-10 Adding-Calcu- 
lator. 


National Cash Register Co. reports that the newest Na- 
tional adding machine features three new developments: 
automatic clear signal; automatic credit balance; and group- 
ing of all operating control bars on the right-hand side of 
the machine for extra speed and ease of operation. 

The machine is the ten-bank Model 11-EN and it includes 
all of the standard National features: stair-step keyboard, 
easy-touch key action, four-way paper space control, large 
answer dials, subtractions printing in red, and heavy-duty 
construction. 

Two other new machines are similar. The National Model 
9-EN is the same machine with an 8-column capacity, and 
the National Model 17-EN is a single-total desk model 
bookkeeping machine with the new features. Prices on these 
models: 11-EN, $360; 9-EN, $320; and 17-EN, $588. 

Other models in the National line and their prices are: 

Single-total machines: Hand operated without subtrac- 
tion, $120-$195; hand operated with subtraction, $145-$230; 
electrically operated without subtraction, $245-$285; elec- 
trically operated with subtraction, $285-325; and electrically 
operated with automatic credit balance, $320-$360. 

Two-total machines: Electrically operated without sub- 
traction, $370-$460; and electrically operated with subtrac- 
tion, $410-$495. 

Statement and Bookkeeping models, $425-$745. 


The Olivetti 14/51 Printing Calculator multiplies by an 
automatic short-cut method; divides, adds, subtracts, gives 
credit balance automatically, and prints all factors and re- 
sults. 

Made by one of Europe’s largest manufacturer of busi- 
ness machines, Ing. C. Olivetti & C., the Olivetti 14/51 
Printing Calculator is distributed in the United States by 
the Olivetti Corp. of America. Over 200 fully equipped sales 
and service stations have been established nationally. 

“Current emergency conditions have had no appreciable 
bearing, to date, in the manufacture of our product,” the 
distributor reports. “Th only Olivetti machine marketed in 
the United States is the 14/51 Printing Calculator. 

“Service has preceded sales. Before the introduction of 
the 14/51, more than a year was spent in giving technical 
instruction to American mechanics throughout the United 
States on the complete mechanism and servicing of the 
machine.” 


Plus Computing Machines, Inc. reports that current emer- 
gency conditions have not shortened their line of adding 
and calculating machines, all of which are still available 
for general purchase. Deliveries on all models are prompt, 
and they furnish regular maintenance care to users of 
Plus equipment. 

“Users of keydrive computing machines already know 
that for addition which is by far the greatest proportion of 
their figurework, only part of their machine, the keys 1 to 5, 
is operated and the rest is idle,” Plus states. “Plus in apply- 
ing this fact to the Rapid Adder, have ensured that there 
are no wasted keys, no wasted mechanism and therefore 
no wasted investment on the part of the purchaser.” 

A further feature of the Plus Rapid Adder is that there 
are special models for additions in terms of weights, or 
hours and minutes. 

The current emergency which is being felt throughtout 
the country today has caused no shortening of the Rem- 
ington Rand Inc. line of adding and calculating machines 
and microfilm equipment. 

All models in both equipment lines are still available for 
general purchase and delivery dates have not yet been 
stretched because of the national situation. 

Adding machine and printing calculator equipment have 
been adapted to new applications for business and industry 
due to new government regulations, increased personnel 
needs, and war plant requirements during the present emer- 
gency situation. 

Remington Rand has long maintained a program of con- 
tinuous training and supervision of customer personnel 
using their adding and calculating machines. Beginning 
with a thorough initial explanation of correct usage, this 


Above: Units by Marchant; Swift; and Underwood Cos. Below: Models from the lines 
made by L. C. Smith & Corona; Clary; Comptometer; and Plus Computing Machines 
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policy includes periodic refresher reviews of new applica- 
tions. The Remington Rand ten-key keyboard allows easily 
learned touch-key methods to be applied, so that inexperi- 
enced personnel may become competent operators within 
a brief time. 

The Mechanical Services department provides for all 
Remington Rand adding machines and printing calculator 
users a service agreement, by which the customer for a 
small fee may have the advantages of Remington Rand 
maintenance and parts replacement servicing, the com- 
pany states. “While mechanical services have always been 
an important function of overall business coverage, today’s 
current emergency has reemphasized the need to lengthen 
every machine’s sustained period of productivity.” 

L. C. Smith & Corona Typewriters, Inc. reports “we 
have only one model of adding machine on the market 
which is still available. Demand for our adding machines 
is currently exceeding our ability to supply them to a point 
where in most areas deliveries are averaging 30 days from 
time of order. 

It has not been necessary to make any special provisions 
for extra maintenance and care. 

Features of the L. C. Smith & Corona adding machine 
are visible figures; a clear signal which prevents inclusion 
of unwanted figures; convenient correction keys; rapid 
repeat addition; convenient non-add key with printing sig- 
nal; single stroke total or sub-total, identified by printed 
signal; one stroke tape ejector. Has seven-column total 
eight keyboard. They also make the L. C. Smith-Corona 
Cashier, designed for use in retail stores. 

On the question of availability, Swift Business Machines 
Corp. says “our line is comprised of only one machine. Any 
curtailment that has taken place has been due to hard-to- 
get materials essential in the manufacture of our product. 
However, the Swift model is available for immediate de- 
livery in reasonable quantities. 

“Extended deliveries in large quantities still exist due, as 
we have mentioned, to our inability to obtain sufficient ma- 
terials momentarily.” 

Features of the Swift machine include portability, nine 
figure capacity, visible dials, red totals, and a saving in 
space. 

Current emergency conditions have not caused Under- 
wood Corp. to shorten their line of adding and calculating 
machines. All types of adding and calculating machines 
in the line are still available for general office purchase. 

“Delivery on all our machines is a little slower than 
normal, but this varies from time to time with each prod- 
uct,” Underwood reports. 

“We have a perpetual policy of providing service, main- 
tenance and parts as long as our equipment is in use,” they 
Say. 

Underwood describes their new Sundstrand Adding Tab- 
ulator: it can be actuated automatically or manually 
and print in either vertica! or horizontal sequence. The 
carriage and automatic feature controlling mechanism have 
been designed to tabulate and return in unison or to oper- 
ate independently of each other for greater operating flex- 
ibility. 

This machine, which, Underwood engineers, explain, has 
an entirely new adding principle, is particularly useful to 
railroads for such reports as interline waybilling and per 
diem, in blanks for transit letters and batch sheets, govern- 
ment offices, especially post offices and collectors of inter- 
nal revenue, and insurance companies, as well as an exten- 
sive list of diversified figuring applications. 

The machine is equipped with direct subtraction and 
credit balance with a listing capacity of ten columns and 
totaling capacity of eleven columns, and prints items in 
black and totals and sub-totals in red. 

Victor Adding Machine Co. report that you can now add, 
subtract, and calculate with their new Victor Custom, 
adding that this model is capable of handling such jobs as 
figuring operating and budget ratios, comparative sales 
percentages, profit and loss statements and other figuring 
problems. 

Victor Customs are built in both the full keyboard and 
the 10-key keyboard models, hand or electrically operated, 
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with capacities of eleven or nine columns. There are 42 
basic models in the Victor line, from utility models to those 
specially built for specific industrial problems. 


Top: Facit Calculator; below, left to right: units by Friden 
and National Cash Register Cos. 


The following manufacturers were contacted for the adding 
and calculating section of this feature: 


Addo Machine Co. 

145 W. 57th St., New York City 
Allen Business Machines, Inc., R. C. 

678 Front Ave., Grand Rapids, Mich. 
Barrett Adding Machine Div., Lanston 

Monotype Corp. 

24th at Locust, Philadelphia 
Burroughs Adding Machine Co. 

6071 Second Avenue, Detroit 
Clary Multiplier Corp. 

408 Junipero, San Gabriel, Calif. 
Felt & Tarrant Mfg. Co., Comptometer Div. 

1735 N. Paulina St., Chicago 
Friden Calculating Machine Co., Inc. 

2350 Washington Ave., San Leandro, 

Calif. 

International Business Machines Corp. 

590 Madison Ave., New York City 
Lightning Adding Machine Co., Inc. 

1260 W. 2nd St., Los Angeles, Calif. 
Marchant Calculating Machine Co. 

1475 Powell St., Oakland, Calif. 
Monroe Calculating Machine Co., Inc. 

555 Mitchell St., Orange, N. J. 
National Cash Register Co. 

Main & K. Sts., Dayton, Ohio 
Olivetti Corp. of America 

580 Fifth Ave., New York City 
Plus Computing Machines, Inc. 

5 Beekman St., New York City 
Precisa Distributors, Inc. 

171 Madison Ave., New York City 
Remington Rand, Inc. 

315 Fourth Ave., New York City 
Rex-Contex Distributing Co. 

128 W. 23rd St., New York City 
Smith & Corona Typewriters, Inc., L. C. 

Syracuse, N. Y. 
Sorvall,, Inc., Ivan 

210 Fifth Ave., New York City 
Swift Business Machines Corp. 

Great Barrington, Mass. 
Underwood Corp. 

| Park Ave., New York City 
Universal Business Machines Corp. 

River Road, Middletown, Conn. 
Victor Adding Machine Co. 

3900 N. Rockwell St., Chicago 
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TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, numbering machines, and 


secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
‘To be announced at a later date. 
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Discover new uses for your 
photocopy machine 


If your contact photocopy machine is seeing only 
limited service now, you're probably not getting full 

value on your investment. Also, your paper-work 
costs may be unnecessarily high. 


That’s why you should 
double-check the rou- 
tines of all depart- 
ments. If you see 
clerks, typists, ac- 
countants transcrib- 
ing records... and 
proofreading 
them—remember 
this: your photocopy 
machine can deliver a photo- 
graphically accurate copy of anything typed, drawn, 
written, or printed. And, in 9 out of 10 cases, it will 
do this at a fraction of the transcribing cost. 


For the best photocopies use 
Kodagraph Contact Paper 


This low-cost paper is made by Kodak 
for use in all types of contact photo- 
copy machines. It reproduces all 
documents in dense photographic 
blacks, clean whites . . . with new 
sparkle and legibility. And it’s 
easier, more economical to use—no 
more split-second timing or trial- 
and-error testing. Order it ... 

and see for yourself. 


[Xodagraph Contact Paper 


“‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. n 


Mail coupon for 
free booklet oe 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name. 


YD, - . 


TRADE -MARK 
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SHAPES AND STYLES 


Save WORK 
TIME 
TEMPERS 
MATERIAL 


The long and short of erasing efficiency lies in the 
all-around savings and clean work of quality-made 
Weldon Roberts Erasers. They come in exactly 
right shapes, styles, sizes and textures to do given 
erasing job best. They remove the risk of messy 
erasing with its frequent re-doing of an entire 


piece of work. 


121 ELLIPTIC Soft, gray eraser in 
handy elliptical shape for pencil and ink 
erasures on all 
accounting, drafting, hand-writing. 


types of work; typing, 


930 ENSEMBLE 


Give one to every 
office worker. En- 


semble is an eraser 
that does most every- 
thing. Handy, bias 
beveled shape. Soft, 
pink pencil rubber 
joined to soft, gray 


Soft, pink pencil eraser in 
immensely popular ‘‘stubby,"’ 
double-beveled shape. A 
highly versatile eraser for 


ink eraser. For ink, 
pencil and 
erasing. 


340 CORAL PINK 


general office and drafting 
room use. 


Ask your office supplies dealer to recommend the 
Weldon Roberts Erasers best suited to your re- 
quirements. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


America’s Foremost Eraser Specialists 


Woldon Robes GEnanand 


Correct Mistakes tn Any Language 


crayon 
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You Are Manager 
(From page 30) 


Most individuals like to work in an office where 
there is harmony. If they constantly have to be fight- 
ing with some fellow employee or have to listen to 
others fight in the office, or work where there is a dis- 


tinct tension between those in charge and the rank 


and file, you will find that the employees with in- 
testinal fortitude will get out and go elsewhere. A 
careful review of the reasons why employees leave an 
organization will disclose that it is not entirely due 
to salary consideration. Quite the reverse is true. Most 
individuals leave for some other reason than dissatis- 
faction with their pay and it is up to you as office 
manager to see that good employees do not leave us. 
It is likewise up to you to see that incompetent em- 
ployees are first of all not hired, but should they be 
employed in error, they should be released imme- 
diately as soon as their true worth is established. 

Never overlook the fact that the successful depart- 
ment head, manager, or anyone else who has com- 
mand over a group of individuals is only successful 
because he can operate that office, department, or 
group with the minimum number of employees, all 
of whom are contented, loyal, and hard-working. It 
has been found in the business world that some indi- 
viduals holding positions such as department heads 
often have an inflated ego. They believe that their 
prestige in an organization depends wholly upon the 
number of employees they have in their unit. This, 
as we all know, is complete nonsense. Yet, if depart- 
ment heads do have that obsession and it is permitted 
to continue, obviously we shall operate at a higher 
expense than is necessary—and that simply cannot go 
on in this competitive age if any organization is to 
survive. You as office manager have got to see that 
such a situation does not exist in your own office. 

You may find department heads who having se- 
cured an above-average employee will do everything 
to prevent that individual’s being promoted or trans- 
ferred from his unit. This likewise you must prevent 
should it threaten in your office. In other words, any 
decision that you are asked to make yourself, or that 
your superior asks you for advice on, should be based 
entirely on the consideration of what is best for the 
organization rather than what is best for the individ- 
ual department head. 

You may find that you are up against department 
heads, supervisors and others who have particular 
favorites in their department, and that such favoritism 
is seriously impairing the morale of the office. You, 
as ofhce manager, should do whatever you can to cor- 
rect the situation and while you will have no author- 
ity to countermand an order of a superintendent or 
a branch manager, you do have complete authority 
over the internal functions of the office. 

In other words, you will be responsible within the 
four walls of your office for all clerical duties regard- 
less of what department may be involved. As you see, 
you will have a dual role, the responsibility of seeing 
that the clerical end of our organization functions 
smoothly and efficiently, and yet working as the right- 
hand man of the manager or department head. This 
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Agus 28.0001 point. Compare the points!** 
. , \ Unretouched photographs** show 
“4 !  Apsco’s amazing sharpening superi- 
i 30,000 SHARPENER Test dt. ority. Compare the points and see for 
" 9,000th point yourself why it pays to buy Apsco. 
k 
n- New APSCO vacuum clamp 
A Now you can mount your sharpener 
n on metal files and cabinets without 
1e screws or marring. Holds any Apsco 
st sharpener securely in any position. 
S- 
- Buy on performance 
om Your pencil sharpener dollars buy 
a MORE when you specify APsco. 
me There's an APsco sharpener for every 
a —— ; need of office, home or school. See 
js Impertial Laboratory Tests he 1 your Apsco dealer, or write for liter- 
? describing Apsco line. 
a Apsco gives you y J IE ature describing APSCO line 
ul ° e t AOR LS... 70 BllY THE BEST/ 
or times as many points: (OJ “o> 2 
all Exhaustive tests by independent laboratories* prove that | auromaric — emai A 
i , : 336 NO. FOOTHILL ROAD, > 
. ng syn a seine - voyeur Seet avy. og nereeutys | (Offices also in Rockford, IlI., and Toronto, Canada) 
1- pose cherpem times aoe Serer posts! | Please send literature and name of nearest Apsco dealer. 
ds * Apsco sharpens more points per pencil! ; 
ir ¢ Apsco sharpens a perfect point every time! | Name Title 
; ¢ Apsco saves up to 70% of cutter replacement costs! | Company 
a Apsco gives you all these plus advantages at no extra cost! Address Zone 
us, *United States Testing Co., Test Nos. 89388 and E-756; City State. 
rt- ** Pittsburgh Testing Laboratory, File No. 32999.1 L me eee ces cee eee ee ee oe oe —_— Se 
ed 
1er 
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ent A NEW CARBON PAPER 
any . ° ° 
2 Astonishing Wear with ELECTRIC MACHINES 
sed : 
he Again we help the Public save on Supplies. Kee Lox is 
idl. first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
ent machines with a sharp electric snap stroke. 
ular oy ae : 
awe ae Seeeee p< a The NEW Kee Lectric Carbon is built up with Tissue Spe- 
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THE BOTTLE THAT 


FITS THE 


| * 
BLUE BLACK 
FOUNTAIN PEN INK WEIGHS %, OF A POUND LESS THAN OLD 


STYLE QUARTS! FOOL-PROOF POURING SPOUT! 


No matter how particular she may happen to 
be, any office-girl will be glad to handle 
Sanford’s Fifth Bottle of PENit Ink! This 
new bottle, shaped to fit small hands, offers 
large bottle economy with pint-size 
convenience Its new structural 
design gives greater strength, yet 
requires less glass . . . weighs 
a full 4 pound less than a 
regular quart! The dripless 
spout pours free-flowing 


/ / Sanford’s PENit Ink . . . the 
/ 


quick-starting ink that assures 
“‘glide-ability”’ in pen writing. 
And for the sake of permanent 
office records, remember...Sanford’s 
PENit Ink is one of the two out of 
five leading brands of Blue-Black 
fountain pen ink that independent 
laboratory tests have shown resisted 
time, light and weather exposure. 
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means you must be tactful and diplomatic. We ap- 
preciate that it is a lot easier to say this than to act it, 
but make no mistake—if you fail to be tactful or 
diplomatic in the handling of our personnel and the 
application of our systems as between the various de- 
partments, you will be a failure. Of course, you un- 
derstand that despite the important position of office 
manager you hold, you still will take orders from the 
branch manager and the various department heads. 

Your most difficult task will be coordinating the 
viewpoint of the various department heads as they 
relate to the internal operation of your office. You not 
only must sell yourself to your superiors, but equally 
true, you must sell yourself to your fellow workers. 
Many times you will be faced with differences of opin- 
ion among superiors. Many times you will find a dif- 
ference of opinion between your office and the home 
office. It is your duty to interpret these differences to 
both sides and yet keep your feet on the ground. You 
must have the nerve to stand up and speak your piece 
when you know you are right. A weak-kneed office 
manager is worthless and has neither the respect of 
those working under him nor of his superiors. Now, 
this does not mean that you have got to argue with 
your superiors and certainly you should never let your 
superior think for one instant that you question his 
ability or his decisions. ‘To do so, as you well know, 
would be fatal, but if you have succeeded in selling 
yourself to your superior he will be very glad to listen. 


BROADEN THINKING 


You as office manager must no longer think in the 
terms of the department whence you came. You must 
henceforth think in terms of the entire office. You 
now are a liaison officer. You will be held responsible 
for all internal routine methods and that means prac- 
tically everything that happens within the four walls 
of your branch. The manner in which you conduct 
the routine of the office staff will have an immense 
bearing on the ability of our field force to give satis- 
factory service. You will have relatively little to do 
with the outside men, but the person holding the po- 
sition of office manager must have perseverance, stick- 
to-it-iveness, and an overwhelming amount of pa- 
tience. We may well know that certain things are 
wrong and must be corrected, but we must also have 
intelligence to know that certain things cannot be 
corrected overnight without completely disrupting 
the organization. 

You will meet the various department heads here 
in the home office and have explained to you the func- 
tions of their various departments. Beyond question 
we have in our organization a decidedly competent 
group of department heads. To be sure we shall not 
always agree with them. In my way of thinking that 
is a good sign, because it indicates we are doing indi- 
vidual thinking. But we can be sure that these de- 
partment heads are striving for the same goal that 
each of us is trying for. We have a management that 
very decidedly is interested in the welfare of the en- 
tire staff. The gentlemen in our executive department 
are constantly striving to improve even our high stand- 
ing in the business world. In your position of office 
manager you can be of great assistance to them in ac- 
complishing this goal. 


This man starts the day 40 a 
right by sitting right. He 


ends the day right too— 
free from fatigue and satis- 
fied with work well done. 
Reason: he sits in an 
individually fitted Sturgis 
posture chair. An able 
man and a Sturgis chair 
are always a good produc- 
tion pair. 


Executive, stenographic, 
and inetioutional chairs 

signed for the person and 
THE‘ e 
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POSTURE CHAIR CO. 


reception 
-de- 


purpose. 
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All at the 


51 National Business Show! 
7 October 22nd to 27th inclusive 


NATIONAL __ at Grand Central Palace, 
—_ BUSINESS _ New York, N. Y. 


They'll all be there—the newest and the 
finest in office machines and equipment. 
If you want to see what’s new and who has 
it, it will be at the biggest show of all since 
1904— the Nationa Business SHow! 


National leaders from 


industry and Government will lead this 
year’s Office Week Forum in a series of 
helpful, down-to-earth meetings office 
executives can’t afford to miss. 


THE BIGGEST SHOW — where all new products 
are introduced to the biggest audience. 
THE LARGEST MARKET — national in scope and 


held in New York — world center of business and 
finance — where policy is made. 


THE BEST PLACE — in space designed for dem- 
onstration and display and worthy of your product. 
THE RIGHT TIME — at the beginning of the busi- 
ness year and buying season. 


for details... 


NATIONAL BUSINESS SHOW 
33 West 42nd St. « New York 18, N.Y. 


PEnnsylvania 6-6760 ”" 
OFFICE MANAGEMENT AND EQUIPMENT 


Two New Standards 
(From page 29) 


The American Standard Size Designation for Index 
Cards and Record-Keeping Cards, also sponsored by 
the National Office Management Association, pro- 
vides that in specifying dimensions of such cards, 
the horizontal dimension shall be named first, fol- 
lowed by the vertical dimension of size of the card. 

“Producers, distributors, and users of office sup- 
plies, alike, should welcome as particularly good news 
the fact that an American standard for the order of 
designating the dimensions of index cards and record- 
keeping cards has been officially established at last,” 
says Lester Brigham, general office manager of Ameri- 
can Optical Co., and vice-chairman of subcommittee 
4 of the ASA Sectional Committee X2 on Office 
Standards. 


“NOMENCLATURE CHAOTIC” 

“The nomenclature for this most important card 
factor has, in the past, been chaotic. Producers and 
distributors have used both the vertical and the hori- 
zontal dimension as the first two listed dimensions; 
namely, “3x5” or “5x3” for a card 5 inches wide, 
horizontally, and g inches deep, vertically. 

“Buyers when ordering, and distributors when in- 
terpreting and filling orders, have to spend a great 
amount of unnecessary time in making sure whether 
the requirements were expressed with the vertical or 
horizontal dimension as the first one listed. 

“Those responsible for the recently accepted recom- 
mendation that the horizontal dimension be listed 
first for all sizes of cards have advanced definite and 
logical reasons for this recommendation. Simply ex- 
pressed, these are as follows: 

(1) “The average user of forms, either printed or 
ruled or combinations of both—in cards or sheets— 
almost always thinks first in terms of the horizontal di- 
mension when designing these forms for special use. 
This consideration applies to columnar ruled forms, 
invoices, statements, ledger cards, sales and purchase 
order forms, and nearly all other of the numerous 
classes of record-keeping media. Furthermore, the 
great majority of entries made on these forms, either 
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Sengbusch Announces 
JE Desk Fountain Pen Sets 


Designed for effortless 


writing—and moderately priced 


For more than 48 years, Sengbusch products have been famous 
for writing ease and efficiency. And here’s Sengbusch’s latest 
contribution—beautifully styled desk fountain pen sets with 
compact, weighted base le from lustrous ey Moreover, 
the flat front panel of this base adapts itself to good-will and 
friendship imprinting. 

Writing is a pleasure, too. Every set is a with the 
remarkable Tredin screw-in feed and point—15 different styles 
are available so that you can select the Tredin point you like. 

These new sets are moderately priced. Model DE-100 with 
iridium-tipped, gold-plated point sells for only $3.15—Model 
DE-500 with chain and iridium-tipped, gold-plated point $3.40. 
If stainless-steel point is selected deduct 40c. 

Standardize on these new desk fountain pen sets with their 
practical writing features. Save time and bother. Order from 
your stationer. Write for circular. 


Cheoote the Tredin Point for Your Requitement 


Weary, dog-eared folder tabs are difficult to read — offer a quick and simple remedy—just slip a strip in- _It's just as easy as ordinary pny it makes worn 
quickly become a nuisance to office personnel. _to a typewriter...type the headings...and stick them = folders as good as new — gives long-lasting triple 
Dennison new Reinforced Tab Labels........ over the old folder tab, strength to new folders. 


NEW! Reinforced File Folder Tab Labels 


Here’s why you should use Dennison Reinforced File Folder 
Tab Labels: 


@ Make worn folders as good as new. 
@ Reinforce new folder tabs while labeling. 
e@ Form a triple strength tab for long wear. 
@ Ready to use in easy-to-type strips. 
@ 8 colors for easy subject classification. 
@ Fit all 144 cut folders. 
@ No ridges to catch on papers. 
Order a supply of Dennison Reinforced File Folder Tab 


Labels from your stationer today. 


For free samples, write Dennison, 
Dept. OM, Framingham, Mass. 
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(From page 60) 
typed or handwritten, are horizontal (from left to 
right), and not vertical (from top to bottom) . 

(2) “Regardless of the width of the form, one 
usually thinks in terms of the horizontal dimension 
first—even in sizes as large as 17 x 11 inches or 22 x 11 
inches, for example. This is due to the fact that this 
dimension governs the utility value of the form from 
the standpoint of. the. over-all. spread required, the 
total number of columns to be allocated, the respec- 
tive widths of thése columns, and similar considera- 
tions. 

(3) “The. vertical space requirement canbe con- 
sidered, quite: logically, as of secondary importance. 
This is because it is determined usually by the num- 
ber of lines of horizontal entries one wishes to make 
on the form and the amount of space to be left be- 
tween the lines. 

HORIZONTAL SPACE 


“Remington Rand and Yawman & Erbe, two of 
the largest manufacturers of index cards, have listed 
the horizontal dimension first in their catalogs and 
price lists for quite some time, as have numerous 
smaller producers. On the other hand, the predomi- 
nating practice, heretofore, among the great majority 
of producers has been to list the vertical dimension 
first, regardless of size of the card. This probably re- 
sulted from the fact that naming the vertical or bind- 
ing side of ring books and post binders first has been 
generally accepted standard practice in the ring book 


and post binder industry for quite some time. 

“However, inasmuch as there is no real or close ‘fam- 
ily relationship’ between index and record-keeping 
cards and binders, there would seem to be no reason 
to assume that the new standard for the nomenclature 
of card dimensions need in any way contradict or con- 
flict with the practice of naming the vertical dimension 
first in the case of ring books and post binders.” 

Mr. Brigham was chairman of the technical sub- 
group which developed the standard. He represents the 
National Office Management Association. Other mem- 
bers of the sub-group are E. E. Sides, Moore Business 
Forms, Inc.; K. G. A. Anderson, Norton Co., and D. L. 
Brennan, Reed-Prentice Corp., all of Worcester, Mass. 


Partitions 
(From page 38) 

Mills walls are available in any shade, color, or 
wood-grain finish. They are incombustible, weigh 
less than eight pounds per square foot for 4-inch tile- 
and-plaster walls. Cost of installation depends on 
type required, whether solid panel construction or 
solid panel with glass, the type of glass, the number 
of doors per lineal foot, the type of hardware on the 
doors, and other variables. A typical installation, 14 
feet, 3 inches of 3-inch thick baked-enamel parti- 
tions g feet, 5 inches high, complete with door hard- 
ware, costs $340. It takes about a half-hour to remove 


it. (To page 64) 
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GOT THESE 


BRITTLE LEADS 


that break up 
in the wood ? 


GRITTY LEADS 


that scratch 
the paper? 


CHALKY LEADS 


that can’t 
keep a point? 


CHANGE toa 
writing treat 
. a that i 
a - can't be beat-| 


GENERALS 


Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 
SEMI-HEX 
Office Pencil. 5 degrees: No. 1-2-22/4-3-4 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof), 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 


August, 1951 


Designed for the 
General Office 


48252 


Taylor 
Posture Chair 


with pivotal Follow-through Back that 


gives comfortable support in every 
position. Soft foam rubber cushioning. 
> Write for catalog and 


name of nearest dealer. 


ben. od Cait Come 


OFFICE MANAGEMENT AND EQUIPMENT 63 


ee = _ " ae an . * , ei 
, e ? e Ags. a 
1 1 , ee i 
« alll ay oe 3 
2 2 xecutive <n | 
; as |; | — . 3 
f a as ii ar nar ee i. 4 
: = 5 See Se «eet ) 
3. ~~ | iS vO ee ce are ae <a om 
ja i || O ea ge . oS ak o 5 
a | (8) eee 
s \4 Zo ait : 
rt ef. fen| |. | 
* |= 
or “et sil | & arn c = a 
_ 7 =I ic et ae | 
1e ay © : ee arte wet * 
i. : 13 ee wr 
: ee ||| | _—— | 
| bs 
; Reg) ¥ < . ~ ' 
las ne i a | pea , i 
%e no = 
a on 
= ey wu ; 
: E to whom | 
‘ Ke 
sa 7 ls 
Hil ] 4 
i | 4, 
| a 
lil . 
q | i i 5 
H | i 
i 
| 
1 
i 
\ | ee | 
— ee 
| 
ee , es ee —— ’ 
ee 
EE ee | 
= PS ee 
‘ a ue 3 5 ies : a fe Es > ee 4 a “s i - 2g fn a x idles a = 


"e 
"i 
ia 

i 

: 


EXCEP 


eae 


T 


panes oe™ 


— oe . Yj 


TIONALLY FAST DELIVERIES 


PAPER 


ry 


—E comm] ESTABLISHED 1920 | 


: 


Let our 31 years of 

know-how in the pro- 

duction of time- and 

labor-saving office 

oo 

guaut and machine forms 
er work for you, too! 

— at you, 
rite 

Ui, Complete plant — 


competitive prices. 


EVERY TYPE OF 
PRINTING FOR 
OFFICE AND FACTORY: 
1-TIME CARBON FORMS 
COMMERCIAL FORMS 
MANIFOLD BOOKS 
BOOKKEEPING 
MACHINE FORMS 


ENVELOPES 
SELL... but SERVE a1 well ! 


1. 
Algonquin 5-4530-1-2-3-4 


pees 


(From page 62) 


A great deal of flexibility is achieved by sliding 
panels of the type made by The Upson Co., of Lock- 
port, N. Y. These are suspended on _ballbearing 
rollers and can be moved aside to permit more day- 
light to enter, or to enlarge a partitioned office. 

The manufacturer recently installed these movable 
panels in some of its own offices. Giant-size Strong- 
Bilt waterproofed panels, which are six-ply-thick and 
measure eight feet wide and up to 20 feet in length, 
were built into the side walls of the president’s office. 
The sliding panels are 10 feet high, the same height 
as the room, and the sections slide behind stationary 
panels of similar size which flank the background 
wall surface behind the desk and wall cabinets. 

Regular-size panels come 4 feet wide and in lengths 
up to 16 feet. An exclusive “Floating Fastener,” 
which anchors the panels securely from behind, elimi- 
nates visible nails and nail holes and avoids face- 
nailing on the full-wall panels. 

An exceptionally good space-saver is the accord- 
ion-like partition made by New Castle Products, 
New Castle, Ind. These units fold back on them- 
selves when desired and, used as a door, save the 
waste space required by a swinging door. 

Used as a wall, it converts one room into two or 
more sections or closes off unused areas. A private 
office within an office can be created in a matter of 
seconds without leaving the room. 

Modernfold, as the unit is known, consists of a 
steel frame with pantograph-acting hinge plates at 
top and bottom connected by vertical steel wires 
3/16-inch thick. Covering this frame is a vinyl-coated 
plastic that “won't fade, mildew, chip, crack, or peel,” 
according to the manufacturer. It is said to be flame- 
resistant and easily cleaned with soap and water or 
simply by wiping with a damp cloth. 

These sections can be insulated against sound by 
means of a rubber blanket liner inserted between 
the fabric and the frame and by rubber sweep strips 
at top and bottom. 


Doors can be installed around curves and operated 
electrically or by crank. For convenience, doors can 
be left unattached at both ends so that they can be 
more freely moved, instead of being attached to a 
wall at one end. 

The doors are available in twenty-two colors but 
can also be covered in the customer’s own material. 


All-glass partitions without benefit of wire are made 
by the Pennsylvania Wire Glass Co., Philadelphia. 
Glass provides more light and a feeling of more airi- 
ness than solid metal or wood partitions, while its 
corrugated styling affords translucent privacy or semi- 
privacy. 

In addition to its ability to diffuse all available 
office light, corrugated glass is said to reduce glare. 
Sanitary-wise, it shows dust and dirt more quickly 
than most other materials, a helpful quality where a 
particularly clean appearance is desired. 

The glass can be moved readily by removing top 
and bottom holds. 


(To page 65) 
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(From page 64) 
Glass partitions of another type have also been 
used to separate offices in the Press Relations section 
of the Libbey-Owens-Ford Glass Co.’s Public Relations 
Department in Toledo. This partition is made of 
wood framing and locking members, holding large 
sections of patterned glass panels. It can be set up 
or taken down with a hammer and screwdriver. A 
panel could even be removed with a dime, it is 
claimed. The wood is of bleached walnut color to 
match the furniture. The glass is 7/32-inch Doublex 
with Sanitol finish made by Blue Ridge and dis- 
tributed by Libbey-Owens-Ford. 


PARTITION DETAILS 

The prefabricated partition, in detail, consists of a 
filler strip fitted to walls, ceiling and floor; then main 
vertical and horizontal members, rabbeted to receive 
the glass panels; and vertical and horizontal mem- 
bers cut and mortised to secure the glass in place. 

Glass panels, structural members, and filler strip 
can be moved, changed as to all-over size, and kept 
in wareroom stock for rapid assembly. This design 
was engineered for a building more than forty years 
old. 

For noisy offices, or offices on noisy streets, the com- 
pany, which sells the glass but not partitions, advises 
the use of Thermopane, double-insulated glazing 
units, which insulate against noise as well as against 
the transfer of heat or cold. 

The New York Department of Welfare, with its 
many offices and cubicles, installed movable steel par- 
titions made by Virginia Metal Products Corp., 
Orange, Va. Interlocking construction allows them 
to be dismantled and moved to new locations as 
required with no interruption in normal routines— 
an essential in such offices where personnel shifts, con- 
solidation, addition of departments, reorganization, or 
other changes constantly creat space layout problems. 

These steel partitions known as Mobilwalls, can 
be finished with a likeness of wood grain but, unlike 
wood, of course, will not burn. Rockwool insula- 
tion, which is a barrier against sound, also controls 
the path of fire. Units are made of either all steel or 
of combinations of steel and glass panels. Standard 
heights for partitions, finished with a cornice at the 
top, range from seven to ten feet. Where more open- 
ness is desired, to permit greater over-all general 
lighting and movement of air, screens to a height of 
five feet, six inches can be used. 

Martin-Parry Corp., P.O. Box 964, Toledo, Ohio, 
makes an asbestos-lined steel sheet with corrugated 
steel backing which it calls Metlwal. These panels 
are snapped onto steel studs set in floor and ceiling 
channels. A Metlwal partition consists of two surfaces 
of paneling and is four inches thick with a single 
line joint from floor to ceiling. Ample space for 
pipes and cables is provided and standard panel sec- 
tions can be used as heating or air-conditioning 
ducts. Both paneling and partitions are finished at 
ceiling and floor with cornice and base sections, giving 
access for wiring. 

All units are standard and interchangeable, can 
be removed easily without disturbing other panels. 
Since panels correspond to door sections, doors can 
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OFFICE MANAGEMENT AND EQUIPMENT 


The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTNERS 


ACCO PRODUCTS, Inc. 
OGDENSBURG, NEW YORK | 


In Canada: Acco Canadian Co., Limited, Toronto 


TRANSFILE 
2. TRANSFER FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 
available on the De Luxe model. Check your 
stock and order today. 


e 3 STYLES e 13 SIZES 
Write for Your Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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VANGUARD steex 


STORAGE FILES are available 


will serve 
as an 
active file. 


OuT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 

2. Four rollers for ease of operation. 

3. Index guide rod with brass knob. 

4. Positive and simple stacking provisions. 

5. Self-locking follower available. 

Available in both a beautiful Hammerloid 6 tiie 

Gray or Office Green oven baked finish. F eaegge A og - ogg 
LETTER AND LEGAL SIZES Clearance at Frent 

See your local dealer or, write us direct 


VANGUARD 


ENGINEERING & MANUFACTURING CO. 
53 WEST JACKSON BLYD., CHICAGO, ILL. 


WHEN YOU ASK FOR 


ACE 


STAPLING EQUIPMENT 


Stapling Machines usually take a 
terrific beating! Hardhanded 
users slam down their fists with a 
resounding whack to fasten even 
a few frail sheets of paper. That's 
why the stapler you buy should be 
the rugged, precision built ACE.. 
the world’s finest for more than 20 
years! And for greatest satisfac- 
tion and service be sure you get 
Ace stronger STAPLES as well as 
the Ace STAPLE REMOVER. 
Top quality materials and skillful, 
watch-like precision characterize 
every detail of manufacture. 
Whether you choose the stream- 
lined ACELINER or the less 
costly SCOUT, you'll get bigger 
value. Today .. ask your dealer to 
show you the complete ACE line! 


be placed wherever desired in the room plan. 

The partitions come in a wide variety of baked- 
enamel colors and in various natural wood-grain 
finishes applied by an automatic rotogravure process. 

“All panels and parts are bonderized against rust 
and corrosion. Every facility is provided for wiring, 
even to the added convenience of slotted holes in 
the studs. All panels and studs may be cut on the job 
with a saw.” 

For another kind of effect, Driwood Corp., Plain- 
field, N. J., veneers the surface of asbestos or a Mason- 
ite product with genuine woods such as mahogany, 
oak, walnut. This type of partition is manufactured 
two inches thick with honeycomb interiors, or three 
inches thick packed for sound. Height can be seven 
feet or at ceiling level. Doors can be flush or half- 
panel with or without louvres. All partitions are 
installed with two coats of prime and the last coat is 
applied after erection to suit the interior. 

The base is telescoping, removable, continuous, 
and adjustable to any floor irregularities. Cornice is 
continuous to assure maximum rigidity. 


COMING EVENTS 


Life Office Management Assn...September 24th-26th 
Annual Conference 
Edgewater Beach Hotel, Chicago 


American Institute of Accountants. .October 7th-11th 
64th Annual Meeting 
Chalfonte-Haddon Hall, Atlantic City, N. J. 


Systems & Procedures Association of America 
International Systems Meeting 
October 10th-12th, Sheraton Hotel, Chicago. 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 
Shoreham Hotel, Washington, D. C. 


1951 National Business Show ....October 22nd-27th 
Sponsored by Office Executives Association of 
New York 
Grand Central Palace, New York 


National Business Teachers Association 
December 28th-30th 
1951 National Convention 
Palmer House, Chicago 


ASSOCIATION NEWS 


H. B. Noble was elected assistant vice-president for manu- 
facturing at a recent meeting of the board of directors of 
the McBee Co., Athens, O., manufacturers of special ac- 
counting equipment and forms. Mr. Noble joined the com- 
pany in 1925 and served in several executive capacities. 
Until his recent promotion, he had been plants manager. 

Harry M. Begg, a 21-year veteran of the company, suc- 
ceeds Mr. Noble as plants manager. 

McBee also announces the creation of two new depart- 
ments. The Materials Control department has been placed 
in charge of James Scriven, assistant secretary of the com- 
pany. This division will have jurisdiction over all material 
procurement and future demands. 


(To page 69) 
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NO USE 
LOOKING 
OSCAR wee You 
CAN'T SEE My 
PAYCHECK 
RouGcH THIS 


Eliminate Errors — Save Addressing 
No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. 
made from exclusive blue opaque paper. 
except name on checks. 


Paycheck “Outlook” Envelopes are 
Nothing is visible 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
— to register with only what you want to show on your 
checks. 


— 


cend us check you are now using and we will submit 
sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


ae 


otors of “Outlook® Envelopes. Est. 1902 


i fe" rs a 


THE SEST SAND INTHE LAND, 


a. 


Alliance is the leader in 
the band business .. . the 
world’s largest maker of 
rubber bands exclusively. 
Naturally then, lowest 
prices, highest count and 
quality per pound. Crepe, 
grey or brilliant colors in 
bulk or the handiest 
dispensing packages 

yet invented. 


WRITE FOR 
SAMPLES, 
PRICES 


ALLIANCE, OHIO 


’ SLIDELL, LOUISIANA 


A Smead 
file is 
= better... 


Because - - - Our business, for 44 years, 
has been built on knowing the filing 
requirements of your business. 


Because -- Our products are all “OFFICE 
TESTED” before being marketed. 
Because - - No manufacturer can possibly use 


better materials than consistently 
go into the Smead line. 


Consult your Stationer Get the facts! 


THE Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 


THE FEDCO LINE 
of 
FIBRE TRUCKS 


Speedy Hand Transpor- 
tation in Factories, 
Warehouses, Mail 
Rooms, Stock Rooms. 


Construction 


Vulcanized Fibre 
Dried Hardwood 
Heavy Gauge Hardware 
Silent Rubber Wheels 


FEDCO TOTE and MILL BOXES 


Made to Your 
Specifications 


Designed for Handling, 
Sorting and _ Storing 
Parts and Materials. 


=T. 


Combine Light Weight 
with Durability and 
Strength. 


Write For Full Information On Fedco Line 


Bainbridge, Kimpton & Haupt, Inc. 


218 Greenwich St. New York 8, N. Y. 


nema 
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There is no other 
pencil eraser like 
it in the world! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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IN PACIFIC JUNGLES 

WEIRD GIGANTIC 

B\.%, © STATUES WARN EVERYONE 
ae 


, 


‘ AWAY FROM SACRED PLACES . . 


ant 
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IN BUSINESS, GRAFFCO CELLUGRAF 
COLORED SIGNALS ON RECORDS 
AND CONTROL SYSTEMS WARN OF 
VITAL FACTS, AND SPARK ACTION . 


=== 
and MAPTACKS 


SIGNALS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


De? ae oe ae 


—- 


CLASSIFIED ADVERTISING 


.. Rates are 15¢ a word. Minimum charge $3.00. Payable 
“in advance. Address replies to all Box Number ads c/o 
> SOFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
' New York 10, N. Y. 


Position Wanted—Male 


NEED AN ADMINISTRATIVE ASSISTANT? Young. ambitious, mar- 
ried veteran, B.A. degree from Syracuse University, 2 years of New 
York University Law School. Background experience in Personnel Ad- 
ministration and Labor Relations. Desires to locate in N. Y. C. or sur- 
rounding area. Write: OM 99. 

ASSISTANT SALES—Advertising Manager: Over 11 years experienc 
administrative capacity handling technical correspondence, sales-producti . 
liason system supervision. Four years successful sales promotion ior 
manufacturer through dealer/distributor outlets. OM-87. 

PUBLIC RELATIONS—plan and execute complete PR programs; pre 
pare press releases, news stories, reports; edit house organ. Five years 
magazine editorial experience; highly specialized college training. 

28, married. draft exempt. References. OM-92. 

HOUSE ORGAN EDITOR: Can take full charge of house organ. Write 
copy, prepare layouts, illustrate, specify type, . eye-catching format. 
Familiar with printing and engraving procedure. All details handled from 
start to finish. George V. Deely, 1668 Townsend Ave., New York 52, N. Y. 


Services 
NEED ASSISTANCE in locating products? Be free to contact us with 


all and any problems. No charge. Write Service Dept., care of Orrice 
MANAGEMENT AND EgouripMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale Or To Buy 


WANTED: Speedaumat, Class 4300 Addressing Equipment. Must be in 
+7 condition. Give complete description, age, and price in first letter. 
-M. 100. 

FOR SALE: One Used Photo Copying Machine, size 9 x 15; including 

trays and dryer. No reasonable offer refused. Ideal for quick copy work. 

BOX OM 98. 

FOR IMMEDIATE SALE: R H Model Pitney Bowes Mailing Machine 

—hand operated—slightly used. Anderson & Cairns, Inc., 488 Madison 

Ave., New York 22, N. Y. MUrray Hill 8-5800, Ext. 86. 

WANTED—REMINGTON RAND Model 890-J, Dalton bookkeeping ma- 

chine dual sting. Must be in good condition. Write Susquehanna 

Waist Co., Uplan, Pa. 

WANTED—All makes calculators and adding machines. State make, 

model, serial number and adding capacity. International Office Appli- 

ances. Inc.., 29-31 East 224 St.,. New York 10, N. Y. 


Manufacturer's Representative Wanted 


LOOKING FOR REPRESENTATION? Send us your requirements for 
Nationwide Coverage. Advertise the Classified Way. Write Orrice Ma> 
AGEMENT AND EQuiIpMENT, 212 Fifth Ave., New York, N. Y. 

ROTARY FILE MANUFACTURER has several territories open for 
experienced office equipment manufacturer’s representative. Give states 
you are now covering, other lines handled, time spent in territory, and 
type of accounts regularly contacted. Write: Ferris Manufacturing Co. 
224 Great Meadows Road, Stratford, Conn. 


Employment Service 


BUSINESS ADM.: For Profs. pene, Accounting, Mgt., Mktg., 
Retailing, etc. Master-Doctors Degrees. olleges-Universities. Salaries 
to $7,000. Cline Teacher’s Ageney. East Lansing. Mich 

SALARIED POSITIONS, $3,500-$35,000. If are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (40 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
protected. ‘rite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, N. Y. 

QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams 
2220 W. Grace St., Richmond, Va. 


VIS!-RECORD 
TRAY UNITS 


28, in excellent condition. 
Ideally suited for housing 
inventory cards, property 
record cards and similar 


ledger or list records. 


Box OM-101, Office Management & Equipment 
212 Fifth Avenue New York 10, N. Y. 
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= é 
= PEOPLE IN THE NEWS G id b 
7 Are Your Guide Tabs 
(rom pate 6) BROKEN? 
a : : Cut them off and ry 
—_ The other new division formed is the Production Research Unbreakable Substitute with v 
department which has W. F. Burke as director. This depart- Spring Jaws 
ment will be responsible for research and development of clamp them firm- 
new production equipment and alterations of current equip- ly to cards but 
—_ ment. ; permit removal or 
— The company also makes known the appointment of rearrangement, 
H. C. Musser as production manager of all printing divi- Large openings covered by transparent 
nar- sions. pi eenytin. | waite, blue, green, yellow, 
New ° 
on W. I. Thompson, former salesman and branch manager 2 agg hg ewide eed ae te cerane ee ent beck. 
atid of Diebold, Inc., Canton, O., has recently been promoted Sold by leading stationers, U. S. and foreign, or sent post- 
- to assistant sales manager, of the company’s systems divi- paid to responsible firms on 30 days’ trial. Price list free. 
oar sion, it is announced by W. K. Wilson, Diebold’s sales Samples (5 or less) 2 cents each. 
manager of that division. 102.325 used by Sears, Roebuck & Co. 
pre: CHAS. C. SMITH, Manufacturer, Box 811, EXETER, NEBR. 
i In his new post, Mr. Thompson will supervise the activi- 
ties of the company’s Atlanta, Canton, Charlotte, Cin- 
rite cinnati, Dallas, Houston, Kansas City, Miami, Nashville, S A L —E Ss M E N 
mat. New Orleans, and St. Louis branch offices. Diebold pro- oy 
4 duces office record systems, protection, microfilm, and bank = 1951 1890 
vault equipment. inW 
- Different? — Yes— but 
with " e ° 
FICE exactly alike in their 
— ASSOCIATION NEWS dependence upon 
e in BEACH'S 
tter. At the annual meeting of the Communications Managers "COMMON SENSE” 
a | Association of New York, held recently in that city, V. J. 
d . . , : EXPENSE BOOKS 
nak oT Murphy, Union Carbide & Carbon Corp., was elected presi- | 
77 dent. Also elected to serve the association through 1952 are to keep track of their : 
ine 
lison traveling expenses. 
“ma- ; eo8 | 
= ach Publishing Co. 
nake, 7338 Woodward Ave. 
ppli- Detroit 2, Mich. 
tin V. J. Murphy 
f 
= THE DIXON FASTENER 
| for HAS A HOLE THROUGH ITS CENTER 
states 
and " 
Co. WITHOUT REMOVING FASTENER, SECTIONS 
— OF SHEETS GO IN RING OR POST BINDER : 
R. R. Fife, Pan American World Airways, Inc., vice-presi- | 
iktg., dent; A. T. Wacker, Socony-Vacuum Oil Co., Inc., secre- All brass Dixon Fosteners give sheets 
laries tary; and W. A. Silver, Metropolitan Life Insurance Co., metal protection at the binder hole to 
— treasurer stop tearing and wear. The thin 
ng 8 . curved design holds quantities of 
. . 2 z P sheets intact in or out of the binder. 
— Climaxing a convention filled with forecasts of continued Packaged 24 to envelope, 12 envel-- 
ond sales increases for the balance of the year, Al N. Seares, og ey 8 ed alien 
sition vice-president and director of domestic sales and services, ER 
3idg.. Remington Rand, Inc., New York, was elected chairman SEE YOUR STATION : ae 
“This of the board of directors of the National Sales Executives Manufacturing Division 


grade at their recently held 16th annual meeting in New York’s 
sa Waldorf Astoria Hotel. DIXON RESEARCH, INC. 


ROCKFORD, ILLINOIS 


POSTAL SCALES 


1546 
-—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. 

Model 1530— Parcel Post scale, capacity e59- 
25 Ibs. by 1 ounce. Computes postage for 
merchandise up to 25 Ibs, 


SEE YOUR STATIONER 


HANSON SCALE COMPANY Es. 1888 
Chicago 22, Hl. 


i i Rg 82 
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M 
Marchant Calculating 
Ace Fastener Corp Machine Co 
Alliance Rubber Co., The.. . 
American Lithofold Corp... 19 
— Pencil Sharpener 


National Business Show Co. 60 
Neva-Clog Products, Inc... 70 


Bainbridge, Kimpton & 
Haupt, Inc 
Beach Publishing Co oO 


Bruning Co., Inc., Charles. . Office Management and 


Cc 
Columbia Ribbon & Carbon 
Mfg. Co., In 
ee —_ P 
Corp.. ..2nd Cover Plymouth Rubber Co., Inc.. 


D 


Dennison Mfg. Co R 
Dixon Research, Inc Remington Rand, Inc 
Roberts Rubber Co., Wel- 
d 


Eastman Kodak Co........ 
Esterbrook Pen Co., The... 


| F 
| Fedders-Quiggan Corp..... 


——eme WHY ? 


G Sheppard Envelope Co..:.. 
NEVA-CLOG J-30 STAPLER 


Smead Mfg. Co., Inc., The. 67 
General Pencil Co , 
1S BUILT TO LAST Graff Co., George B Smith, Charles C.......... 69 


Soundscriber Corp., The... 49 
. ' Graphic Systems . hoe r 
...and these days that's important! Gray Mfg. Co., The Standard Register Co., The 17 


turgis Posture Chair Co.. 59 
Guide System & Supply Co. . po srsu-thes-<ncxallgy 


tok your healer whut i Syst-O-Matic Business 


Hamilton Mfg. Corp 
Hammermill Paper Co..... 
Hanson Scale Co... a Taylor Chair Co., The 
Heyer Corp., The Thomas Mechanical Colla- 
Hygrade Printing & Sta- 

tionery Co., Inc 


I 
Imperial Desk Co 


Invincible Metal Furniture 
3rd Cover 


NEVA-CLOG Products, Inc. 
. arn Seben Shela, Wetdgnged, Gen. Kee Lox Mfg. Co......... 57 
Exclusive Canadian Distributor: Kellogg Switchboard and 
CANADIAN STAPLES LIMITED—Montreal, Toronto, Winnipeg, Vancouver Supply Co 
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